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Introduction

The National Historic Preservation Act of 1966 (Chapter 16, U.S. Code, section 470 et seq.) provides matching funds
for projects designed to facilitate the preservation of historic resources significant in American history, architecture,
archaeology, engineering and culture. In Michigan, the program is administered by the Department of History, Arts
and Libraries pursuant to Public Act 271 of 1913, section 399.1 et seq. of the Michigan Compiled Laws. Federal law
requires that 10 percent of the annual federal Historic Preservation Fund allocation provided to the State Historic Pres-
ervation Office (SHPO) to operate its programs be set aside for Certified Local Governments (CLGs). Of $800,000
estimated to be allocated to the Michigan SHPO for fiscal year 2006, approximately $80,000 will be sub-granted to
CLGs. Awards have a 60/40 matching requirement and are paid on a reimbursement basis.

The purpose of the CLG grant program is to help local communities develop or strengthen their historic preservation
program. CLG grants can be used to identify, register, rehabilitate, and protect resources that are listed in or eligible
for listing in the National Register of Historic Places. The grants can also be used for preservation planning and edu-
cation.

To become a CLG, a local unit of government must apply to the SHPO and be certified by the National Park Service.
The local government must have in place a local historic district ordinance pursuant to Michigan’s Local Historic Dis-
trict Act, Public Act 169 of 1970, as amended, and a historic district commission with binding design review author-
ity before it can be certified. A full description of the CLG program and how to apply for certification is found in The
Certified Local Government Program in Michigan. This manual can be requested from the SHPO or obtained from
our website at www.michigan.gov/shpo.

Who Can Apply

Only Michigan CLGs may apply for CLG grant funds. CLGs may sponsor projects for nonprofit organizations and
public entities within their jurisdictions.

How To Apply
The historic preservation fund CLG grant manuals are available on the SHPO website at www.michigan.gov/shpo.
Applications must be prepared according to the instructions in the grant manuals.

Completed applications must be postmarked no later than December 15, 2005. Send one original and one copy of
the application to:

Denise J. Sachau, Grants Manager
State Historic Preservation Office
Michigan Historical Center

PO Box 30740

702 West Kalamazoo Street
Lansing, Michigan 48909-8240

You are encouraged to discuss your proposed project with SHPO staff. SHPO staff will also review draft applications
and provide recommendations. If you would like your draft application reviewed, please send one copy of the pro-
posed scope of work and the project budget. Draft proposals must be mailed to the SHPO by November 14, 2005.

Questions regarding the application process should be addressed to:
Denise J. Sachau - phone: 517.373.1904 or email: dsachau@michigan.gov

Questions regarding Certified Local Governments should be addressed to:
Amy Arnold - phone: 517.335.2729 or email: arnolda@michigan.gov



Grant Awards
As soon as the SHPO receives notification from the National Park Service of its annual Historic Preservation Fund
award, we will notify applicants about the status of their applications.

If an application is selected for funding, the Department of History, Arts and Libraries between the CLG and the SHPO
execute a contract officially awarding the funds. Work must be under contract during fiscal year 2006 (October 1,
2005 to September 30, 2006) and must be completed by June 2007 unless a formal project extension is requested
by the CLG and approved by the SHPO. Work cannot begin before a contract between the SHPO and the local unit
of government has been executed. Expenses incurred prior to the execution of a contract are not allowable costs. Typi-
cally, contracts will be executed in the spring following the application deadline.

CLG grants are paid on a reimbursement basis and the CLG must have sufficient funds available to complete project
work. After financial documentation has been approved, payment is processed for project costs up to 60 percent, not
to exceed the federal funds reserved for the project.

Grant Requirements
Buildings must be individually listed in the National Register of Historic Places or be a contributing resource in a Na-
tional Register listed district.

Plans and specifications must meet the Secretary of the Interior’s Standards for Rehabilitation and must be submitted
with the application.(The standards can be found on the SHPO website at www.michigan.gov/shpo.)

A covenant (an easement of maintenance and public accessibility) must be executed to protect structures receiving
federal assistance.

If interior work is included, the building must be owned by a public agency or a nonprofit organization and be open
to the public a minimum of twelve days per year.

A sign acknowledging federal assistance must be put up at the project site when work begins and be maintained until
work is complete.

Rehabilitation planning projects can include plans and specifications, feasibility studies, fagade improvement plans,
marketing studies, efc.

Scoring Criteria
SHPO staff will review and competitively score all applications. Each application will be scored with the appropriate
Program Scoring Criteria. Final selections will be based on the highest scores as adjusted by administrative capability.

For FY 2006 projects undertaken in association with the following priority programs identified by the SHPO will re-
ceive more points: Michigan Main Street, Cool Cities Initiative, or pooled projects where a number of CLG

communities work cooperatively on a project that has statewide impact.

The scoring criteria sheets used by the SHPO are included in Appendix A for your information.



CHAPTER ONE 3

Grant Application Instructions
The applicant should consult the chapters on General Conditions, Allowable Costs, Matching Share, and Project
Completion before completing the following information.

1. PROJECT NAME AND ADDRESS
2. PROJECT COORDINATOR CONTACT INFORMATION. This primary contact for the project should have complete
knowledge of the progress of the project work.
*  Name and title
* Address
* Telephone number
*  Fax number
*  Email address
3. GRANT RECIPIENT CONTACT INFORMATION. Indicate if recipient is a local unit of government, a quasi-public
or private organization, or an individual. If the recipient is a nonprofit organization, please submit a copy of the
governing body’s articles of incorporation and bylaws.
* Name
* Address
* Telephone number
*  Fax number
*  Email address
4. PROPERTY OWNER CONTACT INFORMATION.
* Name
* Address
* Telephone number
5. CONGRESSIONAL DISTRICTS. List the districts in which the property is located and/or those that will be affected
by the project. Include:
* U.S. congressional district(s),
* State senate district(s)
* State house district(s)
FEDERAL ID NUMBER. Name and federal identification number for agency that will be paid the grant funds.
7. DEED AND OWNERSHIP INFORMATION. Submit a copy of the deed and
* For nonprofit owned structures, a title commitment
* For publicly owned structures, a legal opinion from the local unit of government attorney, a covenant
guaranteeing maintenance and public accessibility must be recorded with the deed prior to the disburse-
ment of any federal funds. (See Chapter 4)
8. FEDERAL REQUEST AND MATCH. The federal funding request may be up to 60 percent of the project budget.
Indicate the total matching share in the following format:
* Donor organization (city, nonprofit, etc.)
* Source (private, city general fund, etc.)
* Kind (cash, in-kind, volunteer)
*  Amount
9. BUDGET. The budget should be detailed and describe the work to be done and include all estimated costs. The
following list of commonly used categories or major work elements are derived from the uniform construction
index and must be used when preparing the budget:
* General Conditions (start-up costs, scaffolding, and project sign)
* Site work (subsurface investigation, demolition, drainage, and underpinning)
* Concrete (poured-in-place concrete, pre-cast concrete, concrete restoration, and cleaning)
*  Masonry (mortar, unit masonry, stone, masonry restoration and cleaning)
* Metals (structural metal framing, metal finishes, and restoration)
*  Wood and Plastics (rough carpentry, finish carpentry, architectural woodwork, millwork)
* Thermal and Moisture Protection (waterproofing, dampproofing, insulation, roofing, flashings)
*  Doors and Windows (doors and frames, entrances and storefronts, window repair and restoration, window
replacement, hardware)

o



* Finishes (lath and plaster, gypsum wallboard, ceramic tile, wood, brick, and stone flooring, painting)

* Specialties (fire extinguishers and cabinets)

* Special Construction (solar and wind energy systems)

* Conveying Systems (elevators)

*  Mechanical (plumbing, fire protection, heating, cooling, air distribution)

* Electrical (service and distribution, lighting)

* Ineligible Work. The following work has been determined by the U.S. Department of the Interior to be
ineligible: Development project for church-owned properties; total reconstruction; specific features may be
eligible for funding if historical documentation is provided; landscaping in relation to site improvements
for parking lofs, sidewalks, etc.

10. MATCH CERTIFICATION. Provide proof of the availability and source of the match through a certification from
an appropriate organization or official. This can be a statement included in a resolution from city council, a bank
statement signed by an appropriate official, or a letter from a financial institution indicating that the appropriate
amount of funds are available. (See Chapter 8)

17. WORK SCHEDULE. Grant contracts will be executed by the Deparfment of History, Arts, and Libraries in the
spring. Work cannot begin until the contract is executed. A work schedule for a rehabilitation project may include
dates for items such as:

*  Submission of plans and specifications for approval (if not submitted with grant application)

* Submission of RFP and advertisement to SHPO for review

* Advertisement of work

* Bid opening

e Submission of bids to SHPO

* Submission of First Quarterly Progress Report

e Submission of contract to SHPO for review

* Execution of construction contract

e Submission of Second Quarterly Progress Report

* Submission of estimated first fiscal year expenditures

* Submission of Third Quarterly Progress Report

* Submission of Fourth Quarterly Progress Report

*  Completion of construction work

* Final inspection site visit by SHPO

* Execution of easement

e Submission of financial documentation

e Submission of completion report

* Any other dates necessary to keep the project on schedule

12. ELIGIBILITY. Provide proof that the resource is individually listed in the National Register of Historic Places, a con-
tributing resource in a National Register listed district, or is a National Historic Landmark.

13. CONDITION/USE. This section coincides with the scoring sheets and provides the opportunity to explain how this
project will benefit the resource and the community and how the project connects with other community revitaliza-
tion or economic development initiatives, planning efforts, etc. Some items to address include:

* s the resource threatened by damage or destruction? If yes, please describe. Is this threat imminent (1-2
years, 3-4 years)?¢ How will the project stabilize and/or enable continued use of the resource?

*  What are the present and planned uses for the resource? Are they compatible with the resource?

*  Document how the project is being undertaken with priority programs identified by the SHPO such as
Michigan Main Street, Cool Cities, or pooled projects where a number of CLG communities work coop-
eratively on a project that has statewide impact.

* Does the project address themes and/or resources identified as threatened or under-documented in the
state preservation plan Preservation Shore to Shore: agriculture, archaeology, education, depression era,
post-WWII, landscapes, and recreation/entertainment.

* Explain how this project meets an important community need.



14.
15.

16.

17.

HISTORIC DISTRICT COMMISSION SUPPORT LETTER. Certified Local Government grant applications must in-
clude a letter from the historic district commission supporting the application.

FEDERAL FUND ADMINISTRATION. Provide a brief description of the experience your organization has in admin-
istering federal funds.

FINANCIAL CERTIFICATION. Include a certification from your financial manager that your organization has an
adequate accounting system in place with appropriate internal controls to assure accuracy and reliability of ac-
counting data and to encourage compliance with management standards set out in A-102 for local units of gov-
ernments, A-110 for nonprofit institutions, or A-21 for educational institutions. The financial management system
shall:

* Provide accurate, current and complete disclosure of the financial results of each grant.

* Provide records that identify the source and application of funds for grant supported activities.

*  Provide for effective control of all grant assets.

* Compare actual and budget amounts for the grant.

* Establish procedures for determining reasonableness, allowability, and allocability of costs in accordance
with the provisions of the applicable cost principles and the terms of the grant contract.

* Support accounting records by source documentation such as canceled checks, paid bills, payrolls, con-
tract documents, etc. Separate project records must be established and identified by the grant name and
number.

* Follow a systematic method to assure timely and appropriate resolution of audit findings. Recipients shall
comply with federal Circular A-133 Audits of States, Local Government and nonprofit organizations.

RESOLUTION AND BY LAWS OF GOVERNING BODY. Include a resolution authorizing acceptance of the grant
under the conditions attached thereto, and designating all authorized contract signatories. The resolution must
include the name(s) of the individuals authorized to sign the contract, any contract amendments, and any contract
related documents which might be necessary. For rehabilitation projects, the resolution must also authorize the
designated individuals to also sign the required easement.

*  When a CLG sponsors a project for a third party, a resolution authorizing individuals to sign the contfract
must also be provided by the third party. Non-governmental agencies must submit copies of articles of
incorporation, by-laws and/or other documents, which demonstrate who has the authority to execute a
contract.

* The property owner also must provide authorization for execution of the easement. If the property owner is
the third party, its resolution should include the easement authorization.

EXAMPLE OF A RESOLUTION FOR A LOCAL UNIT OF GOVERNMENT:

l, , the duly qualified and acting Clerk of , do hereby certify that the following reso-
lution was adopted at a meeting of the (governing body) held on ; is on file; has not been
amended, altered or revoked; and is in full force and effect.

RESOLVED:

That the (title) is authorized and directed to file an application for (amount) for (name of project) and

that upon approval of the final application by the Department of History, Arts and Libraries, the (title)

shall be authorized to sign the grant contract, any necessary amendments to the grant contract, other
contract related document, and the required covenant/easement.

SEAL Signature of Clerk

18. CIVIL RIGHTS COMPLIANCE & EOQO. Complete the appropriate Civil Rights Compliance forms included as an

appendix to this manual. If it is determined that the applicant is not in compliance with equal opportunity stan-
dards as established by the Michigan Department of Civil Rights, the application will be rejected.



19. CERTIFICATION DEBARMENT. The Certification Regarding Debarment, Suspension, Ineligibility and Voluntary
Exclusion must be signed and dated by the authorized contract signatory or another appropriate individual and
returned with the application. (Appendix B)

20. TAX INCENTIVE CERTIFICATION. Complete a certification that states neither federal nor state historic preserva-
tion tax incentives have been or will be taken for the work proposed under this application.

21. PLANS AND SPECIFICATIONS. Plans and specifications must be submitted with the application, meet the Secre-
tary of the Interior’s Standards for Rehabilitation (Appendix C), and be approved by the SHPO. Once approved,
the plans and specifications become part of the contract to accomplish the grant work.

22. PHOTOGRAPHS. To document the condition of the resource before work is undertaken include two sets of the fol-
lowing photography requirements:

* Two different exterior views of the resource in 8” X 10” black and white glossy photographs
*  Detail views of all proposed project work areas in 5” X 7” or larger black and white glossy photographs or
35mm color slides

23. FLOOD PLAIN CERTIFICATION. Indicate whether the project is within a federally designated flood area, and if so,
attach a copy of flood insurance policy cover page or other proof of insurance.

24. SIGNATURES. Have all authorized signatories sign the application; also type their names, titles, addresses (includ-
ing city or town, state, and zip code), and telephone numbers.

NOTE: Failure to submit a timely application or failure to provide all information requested above may result in your
application not being scored.



Grant Application Checklist

Application must be postmarked no later than December 15, 2005 for FY 2006 grant cycle.

Project Name and Address

Project Coordinator Contact Information
Grant Recipient Contact Information
Property Owner Contact Information

U.S. Congressional, State Senate, & State House District(s)
Federal Identification Number

Deed and Ownership Information

Federal Funding Request and Match
Budget

Match Certification

Work Schedule

Eligibility

Condition/Use

Historic District Commission Support Letter
Federal Fund Administration

Financial Certification

Resolution and Bylaws of Governing Body
Civil Rights Compliance & EOO
Debarment Certification

Tax Incentives Certification

Plans and Specifications

Photographs — TWO OF EACH

Flood Plain Certification

Signatures

|




CHAPTER TWO 8

Conditions for General Funding

Below are general conditions that apply to the receipt of federal funds. These and all other applicable requirements,
laws and regulations are addressed or referenced in the grant contract that will be executed between the local unit of
government and the Department of History, Arts and Libraries.

1. PROJECT PERIOD. Project costs must be incurred between the period the contract is executed (signed and dated
by the Department of History, Arts and Libraries) and the end date of the contract. Costs that are incurred prior to
the execution of the contract or after the end date are not allowable project costs and will not be used as part of
the federal or the matching share.

2. PROJECT SCOPE. The scope of the project work is defined in the contract. The grant recipient shall notify the
SHPO in writing if a change in the scope of the work is necessary. Most changes will require a formal amendment.
Some may be of a technical nature that does not require a formal contract amendment while others may require
federal approval. It is imperative to notify the SHPO immediately of any proposed changes to the scope of work
so that federal funds are not jeopardized or delayed.

3. PROJECT BUDGET. The subgrantee must notify the Department of History, Arts and Libraries of any major chang-
es in the budget prior to implementing the change.

4. REPORTING REQUIREMENTS. Fifteen days following the end of the quarter (January 15, April 15, July 15 and
October 15), the subgrantee will submit a quarterly progress report describing the project work completed to
date, any deviations from the approved performance schedule, budget and scope of work for the project, as well
as an accounting of the projects costs, as compared to the approved budget. The October 15 report is used to
meet end of fiscal year expenditure reporting requirements to the state and federal government.

5. PROJECT EXTENSIONS. If, during the course of the project, the grant recipient believes the contract end date can-
not be met, a written request for an extension must be submitted to the SHPO prior to the contract end date. This
request must state the reason the extension is necessary. Approval of an extension will be dependent upon federal
deadlines and other considerations and is not automatic. Note that project extensions may need to be approved
by the Department of the Interior. Subgrantees should notify the SHPO as soon as they become aware that a con-
tract extension may be necessary. Contract end dates are extended through a letter signed by the Department of
History, Arts and Libraries deputy director.

6. METHOD OF PAYMENT. All grant funds are paid on a reimbursement basis only. Documentation of all expen-
ditures (federal and local matching share) shall be submitted to and audited by the SHPO. Department of the
Interior guidelines require that reports be filed for costs within each fiscal year.

7. COMPLETION MATERIAL/REPORT. The completion materials or report will be specified in the contract. Review
this section of the contract carefully. Completion materials for development projects include photographs of the
project sign, work in progress, completed work and a written description of the project’s accomplishments.

8. ACKNOWLEDGMENT OF FUNDING AND NON-DISCRIMINATION. In all publications, reports, and newsletters,
funding through the National Park Service and the Department of History, Arts and Libraries shall be acknowl-
edged. The acknowledgment to be used is included in the contract.

9. AUDIT. Financial documentation must be submitted before reimbursement can be made to the grant recipient. In
addition, federal Circular A 133 requires that local units of government, nonprofits, and educational institutions
receiving $500,000 or more in federal funds have an audit completed annually. A copy of the audit, which covers
the project period, must be submitted to the SHPO within nine months after the close of the fiscal year in which
payments were made. If federal funds from a project are questioned during audit, the grant recipients are liable
for payback to the Department of the Interior.

10. LOBBYING WITH APPROPRIATED FUNDS. Historic Preservation Fund CLG grants must conform to provisions of
18 USC 1913: “No part of the money appropriated by any enactment of Congress shall, in the absence of ex-
press authorization by Congress, be used directly or indirectly to pay for any personal service, advertisement, tele-
gram, telephone, letter, printed or written matter, or other device, intended or designed to influence in any manner
a Member of Congress, to favor or oppose, by vote or otherwise, any legislation or appropriation by Congress,
whether before or after the introduction of any bill or resolution proposing such legislation or appropriation; but
this shall not prevent officers or employees of the United States or its Departments or agencies from communicat-
ing to Members of Congress on the request of any Member or to Congress, through the proper official channels,
requests for legislation or appropriations which they deem necessary for the efficient conduct of the public busi-
ness.” In summary, costs associated with activities to influence legislation pending before the Congress, com-
monly referred to as lobbying, are unallowable as charges to federally assisted grants.



1. HATCH ACT. No officer or employee whose principal employment is connected with any activity which is financed
in whole or in part with grant assistance shall take part in any of the political activity proscribed in the Hatch Politi-
cal Activity Act, 5 USC 1501 et seq., as amended, with its stated exceptions.

12. POLITICAL ACTIVITIES. No expenditure of grant funds may be made for the use of equipment or premises for
political purposes, sponsoring or conducting candidates” meeting(s), engaging in voter registration activity or voter
transportation activity, or other partisan political activities.

13. DISCLOSURE OF INFORMATION. Financial records, supporting documents, statistical records, and all other
records pertinent fo a grant provided by NPS are subject to disclosure to others under the federal Freedom of In-
formation Act, 5 USC 552. They are also available to the public under the Michigan Freedom of Information Act,
1976 PA 442, MCL 15.231 et seq.

14. SAFETY PRECAUTIONS. The State of Michigan assumes no responsibility with respect to accidents, illnesses, or
claims arising out of any work performed under a grant supported project. The grantee is expected to take neces-
sary steps to insure itself and its personnel and to comply with the applicable local, state, or federal safety stan-
dards, including those issued pursuant to the National Occupational Safety and Health Act of 1970 (see 20 CFR
1910).

15. CONFLICT OF INTEREST. A conflict of interest in the selection, award, or administration of contracts is prohib-
ited. A grant recipient shall not enfer into any contract for the performance of project work whereby any current
or former employee, officer, or agent of the federal government, the state or the grant recipient, who has or had
authorization to plan, develop, negotiate, accept, approve, or take part in decisions regarding subcontracts, or
other agreement in connection with the particular project grant, has a financial or other interest in the recipient
selected for the award. This prohibition is also effective if any member of the immediate family of such employee,
officer, or agent; his or her partner; or any organization, which employs, or is about to employ, any of the afore-
mentioned, has a financial or other interest in the firm selected for the award. All subcontracts awarded pursu-
ant to a grant must be accomplished free from bribery, graft, kickbacks, and other corrupt practices. Employees,
officers, and agents of the grant recipient shall neither solicit nor accept gratuities, favors, or anything of monetary
value from contractors, po‘ren‘riol contractors, or parties to subcontracts.

The grant recipient bears the primary responsibility for the prevention and detection of prohibited conduct and
shall promptly notify the grants manager/budget analyst of the Department of History, Arts and Libraries when
such conduct becomes known. Federal and state administrative or other legally available remedies will be pur-
sued to the extent appropriate. A grant recipient shall take appropriate remedial action with respect to the prohib-
ited conduct brought to its attention.

16. CIVIL RIGHTS LAWS. As mandated under Title VI of the 1964 Civil Rights Act and in Executive Directive 1979 4,
it is the policy of the state of Michigan to assure that all Michigan citizens receive full and equal access to benefits
provided by state supported programs and services without discrimination based upon race, color, creed, religion,
national origin, height, weight, marital status, age, sex, or handicap.

It is appropriate that the Department of History, Arts and Libraries, in fulfilling that policy, ensure compliance with
the non-discrimination laws in connection with the use of grant funds. In furtherance of this policy, it is likewise
appropriate that the Department of History, Arts and Libraries not enter into any contract, nor fund or serve as a
conduit for funding, programs, which may have the effect of creating or perpetrating patterns of discriminatory
practice. All grant recipients shall file affidavits pledging a reasonable representation of minority group represen-
tatives, and women, in all levels of their work force and that there exists equal opportunity to participate in and
enjoy the benefits of programs and activities without regard to race, color, creed, religion, national origin, height,
weight, marital status, age, sex, or handicap.

Subgrantees with grants of $25,000 or more or employing twenty- five persons or more are also required to fur-
nish a written Equal Opportunity Plan.

Forms and instructions for demonstrating Civil Rights Compliance that must accompany the application are part
of this manual. If it is determined that the applicant is not in compliance with equal opportunity standards as es-
tablished by the Michigan Department of Civil Rights, the application will be rejected.



17. BARRIER FREE ACCESS. The Department of the Interior’s Historic Preservation Grant Program, administered by the

18.

19.

20.

Department of History, Arts and Libraries, requires compliance with state and federal laws, including the Ameri-
cans with Disabilities Act (ADA), concerning barrier free designs which facilitate access to grant assisted properties
by persons with disabilities. The Department of History, Arts and Libraries strongly urges each applicant and other
individuals contemplating rehabilitations of historic structures to consider the implications of such compliance at
the earliest possible stage. It should be kept in mind that not all preservation work involving extant buildings or
structures will trigger the need to meet the barrier free design requirements.

Should a determination be made that barrier free design requirements are applicable, the Michigan Barrier Free
Design Board is empowered to grant an exemption to the Michigan requirements when an applicant sufficiently
shows that:
1. the proposed repairs, alterations or additions are to be performed on a building or structure listed on or
eligible for listing in the National Register of Historic Places or the State Register of Historic Sites; and that
2. adherence to the barrier free design provisions would destroy or diminish a significant feature of the build-
ing’s or structure’s historical character or physical integrity, or both. The applicant will make this showing
at an administrative hearing conducted in Lansing by a hearings officer for the Design Board.

The governmental entity having primary administration and enforcement authority over the barrier free design
requirements can range from a city building official to various state agencies depending on where the building or
structure is located and the type of function for which it is used. If you are unable to determine locally which entity
you should be dealing with, you may contact the Department of Labor and Economic Growth, Bureau of Con-
struction Codes, Barrier Free Design Division at (517) 322-1191 or Building Division at (517) 322-1705.
COASTAL ZONE MANAGEMENT. Zone Management Act of 1972 prohibits federal assistance to local govern-
ments for projects that are inconsistent with the requirements of an approved coastal zone management plan.
Further information may be obtained from the Office of Ocean and Coastal Resource Management, National
Oceanic and Atmospheric Administration, Department of Commerce, 1305 East-West Highway, Silver Spring, MD
20910.

DUAL COMPENSATION. If a grant recipient staff member or consultant is involved simultaneously in two or more
projects supported by federal funds, and compensation on either project is based upon a percentage of time
spent, he or she may not be compensated for more than 100 percent of his/her time from any federal funds dur-
ing the time of the period of dual involvement.

RECORD ACCESSIBILITY AND RETENTION. Grant recipients will submit program, financial or other reports as
are required by the Department of History, Arts and Libraries or the National Park Service. Onsite inspections by
the Department of History, Arts and Libraries or the National Park Service will be permitted as required to provide
necessary information relevant to compliance with grant terms and conditions, such as compliance with federal
preservation standards.

Documentation, papers and records of the grant recipient and any subcontractor shall be kept for a minimum
of three years after federal funds have been reimbursed to the grant recipient or until all claims or audit findings
have been resolved.



CHAPTER THREE

Contract

A GRANT RECIPIENT WILL NOT BE REIMBURSED FOR ANY WORK PERFORMED BEFORE THE CONTRACT IS
EXECUTED. The grant is formally awarded after the contract has been signed by an authorized representative of the
grant recipient and is signed and dated by the deputy director, Department of History, Arts and Libraries.

The contract written by the Department of History, Arts and Libraries will specify:

Exact work to be accomplished with the grant award;

Method of and requirements for disbursement of funds, including any provisions authorizing partial reim-
bursement prior to the completion of all project work. Partial reimbursement is strongly discouraged by
the Department of History, Arts and Libraries. If the grant recipient needs to negotiate for partial payments
because of cash flow problems, the amount and number of payments shall be agreed to by the Depart-
ment of History, Arts and Libraries during the application process and specified in the contract;

Period for completion of the project;

Federal and state statutes, regulations, and requirements which must be followed;

Number and content of the completion report and/or materials.

Attachments to the contract include:

Performance schedule detailing when various tasks will be completed.
The project notification containing the approved budget.
Plans and specifications.

The procedures for signing the contract are:

N

A

o

Copies of the contract will be mailed to the project coordinator.

The authorized individual(s) should sign all copies.

All copies should be returned to the grants manager/budget analyst, State Historic Preservation Office,
Department of History, Arts and Libraries.

The contracts will be signed and dated by the deputy director, Department of History, Arts and Libraries.
One copy of the executed contract will be returned to the project coordinator.

After the deputy director of the Department of History, Arts and Libraries has signed the contract, work
may begin. No subcontracts should be executed until the contract with the Department of History, Arts and
Libraries has been executed.

MAKE COPIES OF THE CONTRACT AVAILABLE TO PROJECT STAFF AND TO CONSULTANTS TO ENSURE THAT
WORK MEETS THE CONTRACTUAL REQUIREMENTS.



CHAPTER FOUR

Covenant / Easement

For rehabilitation projects, a covenant (an easement of maintenance and public accessibility) must be executed to
protect structures receiving federal assistance. The Department of History, Arts and Libraries will prepare the covenant.
The subgrantee must execute the easement, record the covenant with the register of deeds and return one original to
the grants manger/budget analyst before federal funds can be released to the subgrantee.

Cities must submit a legal opinion from the local unit of government attorney regarding ownership of the grant-as-
sisted property. Nonprofit organizations must submit a title commitment. It is the obligation of the property owner to
advise the Department of History, Arts and Libraries about any entity that may have an interest in the property. Present
owner(s) and successor(s) will be bound by the covenant.

The length of a covenant to maintain and administer the property for the public’s benefit varies depending on the
amount of the grant:

$0 to $10,000 5 year letter of agreement (not recorded)
$10,001-$25,000 5 year covenant

$25,001-$50,000 10 year covenant

$50,001-$100,000 15 year covenant

$100,001 and over 20 year covenant

The covenant will include, but is not limited to, the following provisions:

* The property must be maintained in such a way as to ensure its historical and architectural integrity.

*  No maijor visual or structural changes may be made without the written approval of the Department of
History, Arts and Libraries.

* The grounds must be maintained in keeping with the historical integrity of the property.

* Equal opportunity standards regarding race, color, religion, national origin, age, or sex in relation to any
program or activity directly or indirectly related to the structure must be adhered fo.

* Public access for twelve days a year to the exterior is required where funds are used for exterior work, and
to the inferior where funds are used for interior work.

The procedures for executing the covenant are as follows:

* A resolution authorizing execution of a covenant and naming the designated signatory of the covenant
must be provided.

* The covenant is prepared by the Department of History, Arts and Libraries.

* The covenant is approved by the Department of Attorney General.

* The covenant must be signed by the authorized individual(s) before a notary public.

* The authorized individual(s) who have signed acknowledge signing before a notary public for the purpose
of acknowledging the signing. The witnesses need not appear before the notary.

* The notary public before whom the authorized individual(s) appear must execute a Certificate of Acknowl-
edgment.

* The covenant must be recorded at the register of deeds for the county in which the property is located.
For nonprofit organizations, there will be a fee for recording at the register’s office. The subgrantee must
pay this fee. The original covenant will be numbered and stamped by the register of deeds. The stamp
reflects the date and time of recording. The covenant will be copied and placed with the deed and other
documents of record concerning the property.

*  After recording, the original covenant must be returned to the Department of History, Arts and Libraries.
State law requires that the original covenant must be permanently filed with the Michigan Department of
State. Copies for your use should be made prior to returning the original to the SHPO.



CHAPTER FIVE

Project Sign
A sign at the project site acknowledging federal assistance shall be put up when work begins and be maintained until
work is complete. The sign must be clearly readable from the public right of way.

The sign shall be obtained and installed by the grant recipient. The cost of the sign is an allowable project expense.
The sign must read:

HISTORIC PRESERVATION CLG GRANT FUND PROJECT

This restoration of (name of property), which is listed in the National Register of Historic
Places, has been funded with the assistance of a matching grant-in-aid from the United
States Department of the Interior, National Park Service, under the provisions of the Na-
tional Historic Preservation Act of 1966. This grant-in-aid has been awarded by and is
administered through Michigan’s Department of History, Arts and Libraries.

One copy of a photograph of the sign must be submitted to the Department of History, Arts and Libraries prior to
project completion.



CHAPTER SIX

Allowable and Unallowable Costs

1. GENERAL. The principles governing which direct costs are allowable are determined in accordance with federal
Management and Budget Circular A 87 and A 102, and the National Park Service’s Grant Manual. The following
factors affect the allowability of costs.

1. The cost item must be necessary for proper and efficient conduct of grant supported activities; be reason-
able and within the scope of approved work; be allowable under these principles; and, except as other-
wise specified in this manual, not be a general expense required to carry out the overall responsibilities of
state or local governments.

The cost item must be authorized or not prohibited under state or local laws or regulations.

3. The cost item must conform to any limitations or exclusions set forth in these cost principles, federal laws,
this manual, or other limitations included in the grant award as to types or amounts of cost items.

4. The cost items must be consistent with policies, regulations, and procedures that apply uniformly to both
federally assisted and other activities of the unit of government or organization of which the grantee is a
part.

5. The cost item must be accorded consistent treatment through application of generally accepted account-
ing principles and practices appropriate to the particular circumstances.

6. The cost item must not be allocable to, or included as, a cost of any other federally financed program in

either the current or a prior period.

The cost item must be net of all applicable credits.

8. The cost must be incurred after the execution and before the end date of the contract with the Department
of History, Arts and Libraries. Costs for grants, which cross federal fiscal years, must be claimed at the ap-
propriate time for each fiscal year. Costs from the previous fiscal year will not be allowable as part of the
second fiscal year costs.

2. ALLOWABLE COSTS. The SHPO will review and may make changes in the budget line items in the application
as submitted. The final budget approved by the SHPO will become an attachment to the contract. Following are
some examples of allowable project costs:

3. PAID STAFF TIME AND IN-KIND SERVICES. Compensation for project personnel during the project period includ-
ing wages, salaries, and supplementary compensation and benefits are allowable costs. Payrolls must be sup-
ported by daily time and attendance records that shall indicate the time worked and the work performed, and be
signed by the employee and supervisor. See the sample time sheet at the end of this manual. Time in excess of a
regular working day is not allowable. It is recommended that time sheets be handwritten, rather than typed.

4. FRINGE BENEFITS. Fringe benefits for paid or in-kind employees in the form of employer’s contributions to social
security, life and health insurance plans, unemployment insurance coverage, worker’s compensation plans, and
pension plans are allowable, provided costs are distributed equitably to grant costs and other activities.

5. VOLUNTEER OR DONATED TIME. Donated service represents the value of non-cash contributions provided by the
local sponsor or non federal third parties. If donated services are part of the match, the application must include
a certification from the volunteer justifying the proposed rate and stating the number of hours to be donated. In
addition, a resume for each volunteer shall be submitted. The Department of History, Arts and Libraries must ap-
prove proposed rates for volunteers.
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A professional is defined as a person who does the work in question for a living and should be assigned a profes-
sional rate. A person not meeting this standard must be considered a non-professional and should be assigned
the minimum wage as an allowable rate. You would not expect to pay a neighbor for helping paint a house at

the same rate that you would a professional painter. Likewise a physician may not use his standard charge if he is
working as a surveyor. A person’s qualifications must be considered along with the tasks in assigning a rate to that
work.

Rates assigned for donated services must be consistent with those paid at the state level or, if such services are
not provided at the state level, consistent with rates that would be paid if the services were purchased in the labor
market. Donated time from individuals or groups other than the grant recipient shall be exclusive of fringe ben-
efits. The time donated will be documented when project work begins by use of time sheets as in the Appendix.



6. INDIRECT COSTS. Because of limited funding for this program, indirect costs may not exceed 20 percent. To
claim indirect costs, you must have a negotiated indirect cost rate. Enclose a copy of the most recent approved
Indirect Cost Rate Agreement signed by the cognizant federal approving agency. If your rate is above the limit, you
may still apply, but only the 20 percent indirect cost rate will be allowable.

7. PROFESSIONAL/CONSULTANT FEES. The grant recipient may subcontract all or part of the project work. Free
and open competition must be maintained. The Department of History, Arts and Libraries must receive documen-
tation of the procurement at each stage and must approve the subcontractor and the subcontract. The following
shall be submitted to the Department of History, Arts and Libraries, and each step must be approved, before the
grant recipient proceeds further:

1. Copy of the specifications or request for proposals. The RFP shall identify all evaluation factors.

2. Documentation that bids were requested from at least three consultants and a copy of each proposal.
Federal regulations require that all subcontractors certify that they have not been prohibited from partici-
pation in federal programs. Please require all bidders to complete and return the Certification Regarding
Debarment, Suspension, Ineligibility and Voluntary Exclusion form with their proposals.

3. Documentation of the evaluation of the proposals. Grant recipients may develop their own systems for
evaluating proposals as long as the award is made to the responsible offeror whose proposal will be most
advantageous, price and other factors considered. Unsuccessful bidders should be notified promptly.

Possible proposal evaluation criteria:

* Price (35 percent) (Favors the least expensive proposal providing an adequate work product.)

*  Capability and qualifications (35 percent) (Covers the ability of a prospective consultant to meet the terms
of the RFF, especially the time constraints, and the quality and relevance of similar projects completed by
the consultant. Emphasis will also be placed on the soundness of the consultant’s approach to the prob-
lem, including the techniques to be used for collecting and analyzing data, as well as the ability to utilize
the data collected or recovered from the project to address the research problems involved.)

* Professionalism (30 percent) (Refers to the competence of professional personnel who will be assigned
to the project by the consultant for both the administrative and infield components of the work. Qualifica-
tions of professional personnel will be measured by education and experience (36 CFR 61) with particular
reference to experience on projects similar to that described in this RFP and familiarity with and experience
in Michigan architecture, history and archaeology. Emphasis will be placed upon the qualifications of the
project manager and the amount of dedicated management planned for this project by the consultant. It is
the responsibility of the contractor to provide field personnel of sufficient qualifications and training to en-
sure proper collection of data. The project manager/principal investigator is responsible for the adequate
performance of all project work.)

&

The SHPO must approve a consultant you wish to hire before a subcontract is executed.

5. A copy of the signed subcontract will be submitted to the SHPO at the time it is executed. This contract
shall specify the project work and be priced at a set fee or a not to exceed figure and include a debar-
ment certification form. Because the subcontract must include all work as outlined in the contract with the
Department of History, Arts and Libraries and also references to laws, regulations, and guidelines which
your organization must pass along to the subcontractor, it is recommended that the Department of History,
Arts and Libraries contract be an attachment to the subcontract.

Note: The SHPO can provide assistance in locating consultants who are qualified to perform project work.

8. SUPPLIES. The cost of supplies necessary to carry out the grant work is allowable. Purchases made specifically for
the grant work shall be charged at their actual prices after deducting all cash discounts, trade discounts, re-
bates, and allowances received by the grant recipient. Withdrawals from general stores or stockrooms should be
charged at cost under a recognized method of pricing consistently applied.



The grant recipient must perform a cost analysis for all purchased supplies. The following is suggested:

10.
. PUBLICATIONS. Costs of publication may be allowable if the publication is defined in the application. The grant

12.

Value of Proposed Contract Award Process Required

$0 to $500.00 Competition not required but encouraged

$500 to $4,999.99 Documentation of competitive pricing through
phone, mail, personal shopping, fee schedules.
Must use “Documentation of Contract Award” pro-
cess. If a proposal with a work statement is required,
“Small dollar” Request for Proposals (RFP) process
must be used.

$5,000.00 or more “Small Dollar” RFP process required, formal process

optional.
|

TRAVEL. Travel costs are allowable for expenses for transportation, lodging, subsistence, and related items for
project personnel who are in travel status for project related work. Such costs may be charged on an actual basis
or on a standard rate basis so long as the standard rate is consistent with state rates. When actual costs are used,
documentation must be provided for each cost. All lodging costs must be substantiated with invoices. First class
airfare is not allowable.

CONSTRUCTION COSTS. See the next chapter on bidding constfruction work.

recipient must delineate how the publication relates to the Historic Preservation Program, how many copies will be
printed, estimated cost per copy, and how the publication will be distributed. During the project period, all pub-
lications will be distributed free of charge. Any publication shall contain the acknowledgment of federal funding
statement and the statement of non discrimination.

UNALLOWABLE COSTS. Unallowable costs include but are not limited to:

* Bad Debts. Any losses arising from non-collectable accounts and other claims, and related collection
costs, are unallowable.

* Equipment. The cost of equipment is not allowable.

* Fundraising. Expenses and costs of organized fundraising, including financial campaigns, endowment
drives, solicitation of gifts and bequests, and similar expenses incurred solely to raise capital or obtain
contributions are unallowable.

* Interest and Other Financial Costs. Interest on borrowing is not allowable.

* Interpretive Expenses. Staff salaries for interpretive services or maintenance of interpretive devices are
unallowable.

* Entertainment. Costs of amusements, social activities, and related incidental cost such as meals, beverag-
es, lodgings, rentals, transportation, and gratuities are unallowable. Costs of meals for employees when
they are not in travel status are not allowable.

* Markers. Historical markers are not an allowable cost.

*  Work Study Students. Students in a federally funded work/study program cannot contribute donated ser-
vices as matching share.

* Archaeological Salvage

e Entertainment

* Lobbying



CHAPTER SEVEN

Procurement & Subcontracts

I.

CONSTRUCTION. All work over $10,000 must be advertised for bids in one or more general circulation news-
papers. The advertisement must be published at least three times, state that federal funds are involved, and that
compliance with all applicable federal, state and local laws, rules, and regulations are required. The specifica-
tions should be written in such a way as to avoid restrictions that might unduly limit the number of bidders. Suf-
ficient time should be given for contractors to prepare and submit bids, preferably 30 days. Positive efforts should
be made to utilize small business and minority-owned business sources. If the project cost is over $100,000 a bid
guarantee is required from each bidder equivalent to 5 percent of the bid price.

Formally advertised procurements should use sealed bids, public openings of bids, and fixed-price type subcon-
tracts. The subcontract must be awarded to the lowest bidder whose bid is responsive to the invitation.

Documentation of the bidding process shall be submitted to the Department of History, Arts and Libraries (HAL)
when it has been completed. This process and the contract shall be approved by HAL. The necessary documenta-
tion includes:

* A copy of the advertisement.

* A description of the methods of publicizing the solicitation, including dates and places of publication or

posting.

* Copies of responses received. These should include a debarment form.

* Method and justification for contractor selection.

* Asigned copy of the bid tabulation sheet.

* A copy of the signed and dated subcontract.

When purchases are to be under $10,000, or when professional/architectural or engineering services are being
secured, three proposals must be solicited, and the award should be made to the responsible offer or the propos-
al that is most advantageous to the grantee. Documentation of the competition and a copy of the signed subcon-
tract must be submitted to the SHPO as soon as the bid process is complete. Note that cost-plus subcontracts and
unlimited time and materials contracts are not allowable.

All construction subcontracts must evidence:

* That work was accomplished in accordance with contract specifications.

* A provision for compliance with the Copeland “Anti-Kick Back” act (18 usc 874).

* Formal advertising, sealed bids, and public opening of bids; or that negotiation occurred only when no
acceptable bids were received after formal advertising; or that other conditions existed which allowed
negotiation in lieu of formal advertising in accordance with federal guidelines.

* That the terms of all negotiated contracts met contract specifications.

* Provisions or conditions that will allow for administrative, contractual, or legal remedies in instances where
contractors violate or breach contract terms, and provide for such sanctions and penalties as may be ap-
propriate.

* Requirement that contractors maintain all required records for three years after grant end date, or until
any audit questions are resolved.

In addition, all subcontracts over $10,000 (aggregate) must include evidence of:
* A provision for termination and basis for settlement.
* A description of conditions under which the contract may be terminated due to default.
* A description of conditions for termination of the contract because of circumstances beyond the control of
the contractor.
* A provision requiring compliance with Executive Order 11246, “Equal Employment Opportunity”. (See
federal requirements at the end of this chapter).



In addition, all subcontracts over $100,000 must include evidence:

* That a bid guarantee (bid bond, certified check, or other negotiable instrument) for 5 percent of the bid
price was obtained from the contractor.

* That a performance bond for 100 percent of contract price was obtained from the contractor.

* That a payment bond for 100 percent of contract price was obtained from the contractor.

*  Of a provision which requires compliance with section 306 of the Clean Air Act (42 USC 1847 (h)), sec-
tion 508 of the Clean Water Act (33 USC 1368), Executive Order 11738, and Environmental Protection
Agency regulations (40 CFR Part 15), which prohibit the use under non-exempt federal contracts, grants
or loans of facilities included on the EPA list of violating facilities. The provision shall require reporting of
violations to the Department of the Interior and to the US EPA assistant administrator for enforcement.

It is federal policy to award a fair share of contracts to small and minority business firms. Accordingly, affirmative steps
must be taken to assure that small and minority businesses are utilized when possible as sources of supplies, equip-
ment, construction, and services. Affirmative steps shall include the following:
* Including qualified small and minority businesses on solicitation lists.
* Assuring that small and minority businesses are solicited whenever they are potential sources.
*  When economically feasible, dividing total requirements into smaller tasks or quantities so as to permit
maximum small and minority business participation.
*  Where the requirement permits, establishing delivery schedules that will encourage participation by small
and minority business.
* Using the services and assistance of the Small Business Administration and the Office of Minority Business
Enterprise of the U.S. Department of Commerce, and the Michigan Department of Labor and Economic
Growth, Office of Business and Community Development, Box 30225, Lansing, Ml 48909 (telephone
517-373-6378) as required.
* If any subcontracts are to be let, requiring the prime contractor to take the affirmative steps in 1-5 above.

2. EQUAL OPPORTUNITY REQUIREMENTS FOR CONSTRUCTION CONTRACTS. The following federal require-
ments (Executive Order 11246) apply to all construction contracts in excess of $10,000 (federal and matching
share):

a. GRANT RECIPIENT RESPONSIBILITIES:
1. For bidding documents include the following:
* Notice of Requirement for Affirmative Action to Ensure Equal Employment Opportunity
(EEO), including goals that are to be inserted by contracting officer or applicant.
*  Goals may be obtained from:

Office of Federal Contract Compliance Programs (OFCCP)
Assistant Regional Administrator

U.S. Department of Labor

New Federal Building, 16th Floor

230 S. Dearborn Street

Chicago, lllinois 60604

(312) 353-8887

2. For construction subcontracts over $10,000 the following must be included in the contract:

*  “Equal Opportunity Clause”. (This may be included by reference. See Appendix F)

* “Standard Federal Equal Employment Opportunity Construction Contract Specification.”
(See Appendix G).

* “Certification of Non-Segregated Facilities” signed by prime contractor and subcontractor.
(See Appendix G).

* Provide notice of contract awards subject to these provisions to the Director of OFCCP
within 10 days after the award (notice shall include name, address and telephone number
of contractor, employer identification number, dollar amount of contract, estimated start-
ing and completion dates, contract number, and geographical area in which the contract
is to be performed). Notice should be sent to OFCCP’s Regional Office.



* Cooperate with the Director of NPS and the Director of OFCCP in the implementation of
the program.

* Ensure that EEO posters are displayed af federally assisted construction sites. Posters may
be obtained from OFCCP

* Ensure that contractors engaged in federally assisted construction contracts are providing
data and reports to the appropriate OFCCP regional office as required or requested.

* Ensure that the provisions of the “Equal Opportunity Clause” are followed for construction
contracts involving force account labor.

* Pursuant to Executive Order 11246, carry out sanctions and penalties imposed by the
Secretary of Labor upon the federally assisted construction contractor or subcontractor,
and refrain from entfering into any contract, extension of a contract, or other modification
of such a contract with @ contractor debarred from government contracts under this order.

b. SUBCONTRACTOR RESPONSIBILITIES
1. Abide by the provisions of the “Equal Opportunity Clause”, whether it applies to government con-
struction contracts or to federally assisted construction contracts (Appendix F).
2. Abide by the provisions of the following:

*  “Notice of Requirement for Affirmative Action to Ensure Equal Employment Opportunity.”
(Appendix G)

* “The Standard Federal Equal Employment Opportunity Construction Contract Specifica-
tion.” (Appendix G)

3. Ensure that personnel decisions are also in accordance with the following:

*  Uniform Guidelines on Employee Selection Procedures (see 41 CFR 60-3).

* Sex Discrimination Guidelines (see 41 CFR 60-20).

*  Guidelines on Discrimination Because of Religion or National Origin (see 41 CFR 60-50).

4. Incorporate into all subcontracts the following:

*  “Notice of Requirement for Affirmative Action to Ensure Equal Employment Opportunity.”

* “The Standard Federal Equal Employment Opportunity Construction Contract Specifica-
tion.”

*  “The Equal Opportunity Clause.”

5. Provide data and reports to OFCCP as required or requested including the following:

*  One-time notification within 10 days of all federal and non-federal construction projects
in the designated geographic area, by agency, contract number, location, estimated dollar
value, percent completed and project completion date.

* Notfifications of any subsequent federal or nonfederal construction work in the designated
geographic area in excess of $10,000.

*  Workforce Utilization Report to be filed monthly. (Form CC-257).

6. Maintain non-segregated facilities.

Include a signed “Certification of Non-Segregated Facilities” in contracts, and require subcontrac-

tors to include a signed “Certification of Non-Segregated Facilities.” (Appendix F).

8. Expressly state in all employment solicitation or advertising that the contractor is an Equal Oppor-
tunity Employer.

. Display Equal Opportunity Poster.

10. Allow OFCCP personnel access to site, records, and employees for purpose of determining the
contfractor’s compliance status.

11. Refrain from entering into contracts with contractors debarred from federal contracts or federally
assisted construction contracts by the Secretary of Labor.

N

The Construction Procurement Summary Sheet found in Appendix G may be used to ensure that all requirements have
been met.



CHAPTER EIGHT

Matching Share

The CLG grant program is a 60-40 match program. Certification of the availability of the match must be provided
with the final application. Certification may be a statement from a banker that funds are available, a resolution from
the city council setting aside specific funds, or similar verification. The certification should specify the amount and
source of the funding, that the funds are earmarked for the project, and that the funds will not be used to match other
federal funds. Donated time will be certified through a certification from the person donating his/her time that he/she
will donate “X” hours at “X” rate. For projects that have a state-wide impact, match requirements can be discussed.

The matching share must be approved by the SHPO prior to execution of a contract. SHPO staff will use the project
budget to approve the matching share. Any changes to the project budget or to the proposed match must be ap-
proved in advance in writing by the SHPO. Matching funds may include the following:

* Private Funds

*  Municipal Funds

*  State Funds

* Federal Community Development Block Grant Funds. Note that provisions of the Davis-Bacon Act apply if
CDBG funds are used as matching share.

* In-Kind Services. The in-kind contributions of paid staff may be valued at the grant recipient’s actual cost.
Fringe benefits for in kind salary costs are allowable. In kind salary costs will be supported by daily time
records that indicate the time worked, the work performed and be signed by the employee and the super-
visor (a sample timesheet is included in this manual).

* Donated Services. Donated services represent the value of non cash contributions provided by non federal
third parties. If donated services are part of the match, the project sponsor shall provide documentation of
the type, rate, and source of such services. Fringes may not be applied to donated services.

* Rates assigned for donated services must be consistent with those paid in state government or, if services
are not available in state government, the rates shall be consistent with those paid if the services were
purchased in the labor market. In estimating donated match, a rate must be established at the time of ap-
plication for each prospective individual donating his/her services. A resume for each worker must be in-
cluded with the application if the rates charged are above the minimum wage rate. The time donated will
be supported by daily time records, which indicate the time worked, the work performed and be signed by
the employee and the supervisor (a sample timesheet is included in this manual).

* Donated Equipment or Material. Equipment may be used as match if included in the final application. The
use of donated equipment and material must be documented. The SHPO can provide sample forms. Do-
nated services, equipment or material are not eligible for reimbursement as if they were cash expenditures.
They may be used as match only.



CHAPTER NINE

Completion and Reimbursement

Funds will be disbursed to the grant recipient only on a reimbursement basis. Requests for reimbursement must include
documentation of both federal and match portions of the grant. Reimbursement shall not exceed the amount of the
grant award. No advances shall be made under any circumstances. Partial reimbursements are strongly discouraged
by the Department of History, Arts and Libraries but may be made under exceptional circumstances if specifically
provided for in the contract awarding the grant. Contracts will not be amended to provide for partial payments. Please
also refer to the chapter on allowable and unallowable costs.

Project coordinators who are part of large institutions should assure that the appropriate personnel are advised of
documentation requirements at the beginning of the project work.

1. EXPENDITURE DOCUMENTATION. All documents and supporting entries on the accounting records must be
available for inspection by authorized representatives of the U.S. Department of the Interior and the Department of
History, Arts and Libraries. All such records must be retained for inspection for three years after the federal reim-
bursement has been received or until all claims or audit findings have been resolved. Grant projects that cross the
September 30/October 1 fiscal year ending will be required to submit the following by October 15:

* A progress report on work accomplished and any completed products.

* Asummary of all expenditures through September 30 by cost category and by federal and matching share.

* Copies of invoices, time sheets, and canceled checks.

* All bidding documents for subcontractors must have been approved and a signed copy of the contract with
the subcontractor submitted.

At the end date of the contract, the grant recipient shall submit to the SHPO the following:

* Copies of the completion report (as described below).
* A Request for Reimbursement form (see appendix).
* Copies of all invoices, time sheets and canceled checks (see below).

A special project account should be established for each project for auditing purposes. The account should be
opened as a single purpose checking account or, in governmental sub-units, through a separate cost account.
Copies of canceled checks, time sheets, vouchers, and similar documents shall be used to substantiate expenses.
Please group each set of documentation, matching the checks with their corresponding invoices. Attach a summary
to each set of documentation itemizing the material such as:

Description Amount
LaBORr:

Ty Debevoise, 200 hours @ $10 per hour
SUPPLIES:

Grevbrock Photo (film) 10 rolls @ $5 per roll

Munson Photo Processing10 rolls @ $10 per roll

2. SALARIES AND WAGES.

* PAID. A grant recipient shall submit proof of expenditures (canceled checks) for salaries and wages. This
will include in-kind services. Time spent on the project must be documented by time sheets, and the time
sheets must be approved by the project coordinator

*  DONATED. Donated time spent on the project must be logged by means of time sheets. Time sheets must
indicate work performed and the days and hours worked, and must be signed by the employee and the
project director.



All donated time to be used toward reimbursement must have been approved in the final application. Any
pay rate more than minimum rate must be justified in the final application. Fringe benefits or indirect costs
cannot be computed on donated time.

3. SUPPLIES.The grant recipient must perform a cost analysis for all purchased supplies.

* PAID. ltemized invoices must be submitted and supported by copies of canceled checks. If a printout is
used, it must be itemized so that all costs can be tracked. Invoices and canceled checks to consultants
must be submitted. Cash purchases must be supported by invoices. If invoices are not attainable, itemized
purchase orders or check requests from your agency must be submitted. The supporting purchase order or
check request must describe each item and its price.

*  DONATED. Donated equipment and supplies must be listed separately. There must be a letter from the do-
nor (not the grant recipient). This letter shall describe the type of material donated, source of material, rate
charged, and a statement on how the value was assigned. All donated supplies or equipment to be used

toward reimbursement must have been approved with the final application. Forms for verifying donation
may be obtained from the SHPO.

4. TRAVEL. Documentation of travel expenses must be maintained throughout the project. The documentation shall
include name of employee, dates of travel, amount of travel, expenses incurred, nature of travel and canceled
checks as proof of payment for travel.

If standardized travel rates are used, these should be consistent with the standard state travel rates for mileage,
meals and lodging. A paid bill must support lodging charges. Travel charges may only be charged to a project if a
project representative is in travel status. Gasoline receipts shall be provided if gasoline costs are to be charged to
the grant. Gasoline costs cannot be charged in addition to mileage for the same trip.

5. INDIRECT COST. An indirect cost rate approval letter from your primary federal funding agency must be submit-
ted. For universities using both off-campus and on-campus rates, the use of these rates must be explained, and the
costs to which they apply must be specified.

6. DEVELOPMENT PROJECT COMPLETION REPORT. The grant recipient should consult his contract to determine
what is needed for the completion report. Usually the recipient shall submit to the Department of History, Arts and
Libraries copies of a project completion report, including two sets of photographs of professional quality, which
includes at a minimum the following:

National Register title and address of the grant assisted property

Project number

Name and address of subgrantee

Names and titles of project supervisors and consultants

Total project cost

Federal share

Donor, source, kind and amount of other federal or non-federal funds.

Final work cost breakdown by major work categories.

Any reports from consultants and any test results.

10. An evaluation of the project work.

11. Two copies of at least one 35 mm color slide or black and white 5x7 photograph of the before
appearance and at least one of the after appearance. Slides and photographs shall duplicate
views as closely as possible.

12. Two copies of at least one 35 mm color slide or black and white 5x7 photograph showing the
project work in process.

13. Two copies of at least one 35 mm color slide or black and white 5x7 photograph of the project

sign.
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CERTIFIED LOCAL GOVERNMENT GRANTS
BUILDING REHABILITATION SCORING CRITERIA

Project Name:

Applicant:

If the project includes interior work the building must be open to the public at least 12 days per year.
Documentation of public use of the resource is provided in the grant application.

YES NO
CERTIFICATION
Plans and specifications are sufficient to proceed with bidding the work, and are consistent
with the Secretary of Interior's Standards for Rehabilitation.
Historical Architect Signature Date
MAXIMUM TOTAL
POINTS POINTS
AVAILABLE RECEIVED
Project is being undertaken in association with one or more of these priority
programs: Michigan Main Street Cool Cities Initiative, or pooled projects
1) " : ,
where a number of CLG communities work cooperatively on a project that
has statewide impact.
L 25
< B Project demonstrates that it corrects an immediate threat to a resource from
- demolition, policy change or loss of significant features. o5
14
E 3) | Project will stabilize structure and/or promote continued use of the resource. o5
g Addresses the themes and/or resources determined threatened or under-
documented in Shore to Shore: Planning to Preserve, Michigan’s Historic
Preservation Plan; agriculture, industry, archaeology, education, depression
era, and post-World War Il resources, historic landscapes,
recreation/entertainment. 20
Project has a realistic planned use that is compatible with the resource. 5

roTaL poNTSHIEEN |

Comments:

Reviewer Signature: Date:




CERTIFIED LOCAL GOVERNMENT GRANTS
BUILDING REHABILITATION PLANNING SCORING CRITERIA

Project Name:

Applicant:
MAXIMUM TOTAL
POINTS POINTS
AVAILABLE RECEIVED
Project is being undertaken in association with one or more of these priority
programs: Michigan Main Street Cool Cities Initiative, or pooled projects
where a number of CLG communities work cooperatively on a project that
has statewide impact o5
Project will result in the creation of a rehabilitation master plan, historic
structures report, feasibility or marketing study, or comprehensive plans and
specifications for building rehabilitation. 20
<
. Application demonstrates that the resource is threatened by demolition,
w policy change, or by loss of significant features. 20
|_
o Application demonstrates that the project is consistent with the community
(@] master plan. 10
Addresses the themes and/or resources determined threatened or under-
documented in Shore to Shore: Planning to Preserve, Michigan’s Historic
Preservation Plan; agriculture, industry, archaeology, education, depression
era, and post-World War Il resources, historic landscapes,
recreation/entertainment. 20
Project has a realistic planned use that is compatible with the resource. 5

roTa PoNTSHIEEN |

Comments:

Reviewer Signature: Date:




U.S. Department of the Interior

Certifications Regarding Debarment, Suspension and
Other Responsibility Matters, Drug-Free Workplace
Requirements and Lobbying

Persons signing this form should refer to the regulations
referenced below for complete instructions:

Certification Regarding Debarment, Suspension, and Other
Responsibility Matters - Primary Covered Transactions - The
prospective primary participant further agrees by
submitting this proposal that it will include the clause
titled, "Certification Regarding Debarment, Suspension,
Ineligibility and Voluntary Exclusion - Lower Tier Covered
Transaction,"” provided by the department or agency
entering into this covered transaction, without
modification, in all lower tier covered transactions and in
all solicitations for lower tier covered transactions. See
below for language to be used or use this form certification
and sign. (See Appendix A of Subpart D of 43 CFR Part 12.)

Certification Regarding Debarment, Suspension, Ineligibility
and Voluntary Exclusion - Lower Tier Covered Transactions -
(See Appendix B of Subpart D of 43 CFR Part 12.)

Certification Regarding Drug-Free Workplace Requirements
- Alternate I. (Grantees Other Than Individuals) and
Alternate Il. (Grantees Who are Individuals) - (See Appendix
C of Subpart D of 43 CFR Part 12)

Signature on this form provides for compliance with
certification requirements under 43 CFR Parts 12 and 18.
The certifications shall be treated as a material
representation of fact upon which reliance will be placed
when the Department of the Interior determines to award the
covered transaction, grant, cooperative agreement or loan.

PART A:
Primary Covered Transactions

Certification Regarding Debarment, Suspension, and Other Responsibility Matters-

CHECK IF THIS CERTIFICATION IS FOR A PRIMARY COVERED TRANSACTION AND IS APPLICABLE.

(1) The prospective primary participant certifies to the best of its knowledge and belief, that it and its principals:

(@) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded by any

Federal department or agency;

(b) Have not within a three-year period preceding this proposal been convicted of or had a civil judgment rendered against
them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a
public (Federal, State or local) transaction or contract under a public transaction; violation of Federal or State antitrust
statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false

statements, or receiving stolen property;

(c) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or local)
with commission of any of the offenses enumerated in paragraph (1)(b) of this certification; and

(d) Have not within a three-year period preceding this application/proposal had one or more public transactions (Federal,

State or local) terminated for cause or default.

(2) Where the prospective primary participant is unable to certify to any of the statements in this certification, such prospective

participant shall attach an explanation to this proposal.

PART B:
Lower Tier Covered Transactions

Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion -

CHECK IF THIS CERTIFICATION IS FOR A LOWER TIER COVERED TRANSACTION AND IS APPLICABLE.

(1) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this

transaction by any Federal department or agency.

(2) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective

participant shall attach an explanation to this proposal.

This form was electronically produced by Elite Federal Forms, Inc.

DI-2010

June 1995

(This form replaces DI-1953, DI-1954,
DI-1955, DI-1956 and DI-1963)



PART C: Certification Regarding Drug-Free Workplace Requirements

CHECK___IF THIS CERTIFICATION IS FOR AN APPLICANT WHO IS NOT AN INDIVIDUAL.

Alternate I. (Grantees Other Than Individuals)

A. The grantee certifies that it will or continue to provide a drug-free workplace by:

(@ Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or
use of a controlled substance is prohibited in the grantee's workplace and specifying the actions that will be taken
against employees for violation of such prohibition;

(b) Establishing an ongoing drug-free awareness program to inform employees about--
(1) The dangers of drug abuse in the workplace;
(2) The grantee's policy of maintaining a drug-free workplace;
(3) Any available drug counseling, rehabilitation, and employee assistance programs; and
(4) The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace;

(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the
statement required by paragraph (a);

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant,
the employee will --
(1) Abide by the terms of the statement; and
(2) Notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the
workplace no later than five calendar days after such conviction;

(e) Notifying the agency in writing, within ten calendar days after receiving notice under subparagraph (d)(2) from an
employee or otherwise receiving actual notice of such conviction. Employers of convicted employees must provide
notice, including position title, to every grant officer on whose grant activity the convicted employee was working,
unless the Federal agency has designated a central point for the receipt of such notices. Notice shall include the
identification number(s) of each affected grant;

) Taking one of the following actions, within 30 calendar days of receiving notice under subparagraph (d)(2), with
respect to any employee who is so convicted --

(1) Taking appropriate personnel action against such an employee, up to and including termination, consistent
with the requirements of the Rehabilitation Act of 1973, as amended; or

(2) Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program
approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

(9) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraphs (a) (b),
(c), (d), (e) and (f).
B. The grantee may insert in the space provided below the site(s) for the performance of work done in connection with the
specific grant:

Place of Performance (Street address, city, county, state, zip code)

Check___if there are workplaces on files that are not identified here.

PART D: Certification Regarding Drug-Free Workplace Requirements

CHECK___IF THIS CERTIFICATION IS FOR AN APPLICANT WHO IS AN INDIVIDUAL.

Alternate Il. (Grantees Who Are Individuals)

(@) The grantee certifies that, as a condition of the grant, he or she will not engage in the unlawful manufacture,
distribution, dispensing, possession, or use of a controlled substance in conducting any activity with the grant;

(b) If convicted of a criminal drug offense resulting from a violation occurring during the conduct of any grant activity, he
or she will report the conviction, in writing, within 10 calendar days of the conviction, to the grant officer or other
designee, unless the Federal agency designates a central point for the receipt of such notices. When notice is made
to such a central point, it shall include the identification number(s) of each affected grant.

DI-2010

June 1995

(This form replaces DI-1953, DI-1954,
DI-1955, DI-1956 and DI-1963)



PART E: Certification Regarding Lobbying

Certification for Contracts, Grants, Loans, and Cooperative Agreements

CHECK IF CERTIFICATION IS FOR THE AWARD OF ANY OF THE FOLLOWING AND
THE AMOUNT EXCEEDS $100,000: A FEDERAL GRANT OR COOPERATIVE AGREEMENT;
SUBCONTRACT, OR SUBGRANT UNDER THE GRANT OR COOPERATIVE AGREEMENT.

CHECK___IF CERTIFICATION FOR THE AWARD OF A FEDERAL
LOAN EXCEEDING THE AMOUNT OF $150,000, OR A SUBGRANT OR
SUBCONTRACT EXCEEDING $100,000, UNDER THE LOAN.

The undersigned certifies, to the best of his or her knowledge and belief, that:

1)

)

®)

No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for
influencing or attempting to influence an officer or employee of an agency, a Member of Congress, and officer or employee
of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making
of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension,
continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement.

If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting
to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the
undersigned shall complete and submit Standard Form-LLL, "Disclosure Form to Report Lobbying," in accordance with its
The undersigned shall require that the language of this certification be included in the award documents for all subawards at
all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all
subrecipients shall certify accordingly.

This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered
into. Submission of this certification is a prerequisite for making or entering into this transaction imposed by Section 1352, title
31, U.S. Code. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000
and not more than $100,000 for each such failure.

As the authorized certifying official, | hereby certify that the above specified certifications are true.

SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL

TYPED NAME AND TITLE

DATE

DI-2010

June 1995

(This form replaces DI-1953, DI-1954,
DI-1955, DI-1956 and DI-1963)



Instructions for
U.S. Department of Interior form DI-2010

Certification Regarding Debarment, Suspension and
Other Responsibility Matters, Drug-Free Workplace
Requirements and Lobbying
* Subgrantees (Lower Tier Participants) must complete Part B.
* If the subgrantee is an organization, Part C must also be completed.
* If the subgrantee is an individual, Part D must also be completed.
Note: Part C contains two sections, both of which must be completed if Part C applies.

* The subgrantee authorized certifying official must complete the signature section of this form located after Part E.

Note: This form cannot be altered, amended, changed, or modified in any way.



Grant Manuval Appendix C

10.

THE SECRETARY OF THE INTERIOR’S
STANDARDS FOR REHABILITATION

A property shall be used for its historic purpose or be placed in a new use that requires minimal change to the
defining characteristics of the building and its site and environment.

The historic character of a property shall be retained and preserved. The removal of historic materials or alteration
of features and spaces that characterize a property shall be avoided.

Each property shall be recognized as a physical record of its time, place and use. Changes that create a false
sense of historic development, such as adding conjectural features or architectural elements from other buildings,
shall not be undertaken.

Most properties change over time; those changes that have acquired historic significance in their own right shall
be retained and preserved.

Distinctive features, finishes, and construction techniques or examples of craftsmanship that characterize a prop-
erty shall be preserved.

Deteriorated historical features shall be repaired rather than replaced. Where the severity of deterioration requires
replacement of a distinctive feature, the new feature shall match the old in design, color, texture, and other visual
qualities. Replacement of missing features shall be substantiated by documentary, physical, or pictorial evidence
or structures.

Chemical or physical treatments, such as sandblasting, which cause damage to historic materials, shall not be
used. The surface cleaning of structures, if appropriate, shall be undertaken using the gentlest means possible.
Significant archaeological resources shall be protected and preserved. If such resources must be disturbed, miti-
gation measures shall be undertaken.

New additions, exterior alterations, or related new construction shall not destroy historic materials that character-
ize the property. The new work shall be differentiated from the old and shall be compatible with the massing, size
and architectural features to protect the historic integrity of the property and its environment.

New additions and adjacent or related new construction shall be undertaken in such a manner that if removed in
the future, the essential form and integrity of the historic property and its environment would be unimpaired.



Grant Manual Appendix D

MICHIGAN DEPARTMENT OF HISTORY, ARTS AND LIBRARIES
HISTORIC PRESERVATION PERSONNEL LOG

Historic Preservation Project Timesheet

Name:

Project Name:

Project Number:

Work Description Preservation Non-Preservation

Project Hours Project Hours

Total Hours Worked

x Rate Per Hour

Total Value of Labor

Employee Signature Date

Supervisor Signature Date



Grant Manual Appendix E

MICHIGAN DEPARTMENT OF HISTORY, ARTS AND LIBRARIES
HISTORIC PRESERVATION REIMBURSEMENT REQUEST

Project Name:

Project Number:

Name of
Grant Recipient:

STREET ADDRESS

Address to which
reimbursement
should be mailed:

STREET ADDRESS

cary STATE ZIP CODE

Federal
Identification Numer:

HAL USE ONLY

Grant Amount $ Verified:

Amount of
this Request $ Verified:

Grant Balance $ Verified:

Total Matching $ Verified:

Source of
Matching Share:

Attachments:

[ ] ltemization of Expenditures
[ ] Copies of Cancelled Checks
[ ] Copies of Invoices

[ ] Progress or Completion

| certify that all expenditures for the above project have been made during the duration of the contract, are relevant
to the project and do hereby request reimbursement. No federal funds have been used as match for the project un-
less authorized as part of the approved grant budget. Matching funds have been used to match any other federally
assisted project.

Signature of Responsible Officer Date Telephone Number

State Historic Preservation Officer Date SHPO Grants Manager Date



REQUEST FOR REIMBURSEMENT INSTRUCTIONS

* Enter the name of the Historic Preservation Fund project.

* Enter the name of the project number.

* Enter the name of the grant recipient.

* Enter the address where the check should be mailed.

* Enter the amount of the grant award.

* Enter the amount of the reimbursement request.

* Enter the amount of the grant award less the amount of the reimbursement request.

* Enter the total matching share for this reimbursement request.

* Enter the source of the matching share. Indicate the source of the cash match, e.g., city general fund,
private funds, Community Development Block Grant funds, etc.)

Any request for reimbursement must be accompanied by documentation of both the federal and matching shares.
Documentation should include an itemization of expenditures, copies of canceled checks or other proof of payment,
timesheets, and invoices. The final completion report and/or other finished product must accompany the request for
final payment. In the case of a partial payment, a progress report will be required.

This form must be signed by the person who signed the contract or the chief financial officer. The federal identification
number must be included. Payment cannot be processed without it.



Grant Manual Appendix F
CIVIL RIGHTS MANUAL FOR THE
HISTORIC PRESERVATION FUND PROGRAM
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This publication has been financed with federal funds from the National Park Service, Department of the Interior.
However, the contents and opinions do not necessarily reflect the views and policies of the Department of the Interior.
This program receives federal financial assistance for identification and protection of historic properties. Under Title
VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 and the Age Discrimination Act of
1975, as amended, the U.S. Department of the Interior prohibits discrimination on the basis of race, color, national
origin, age or handicap in its federally assisted programs. If you believe you have been discriminated against in any
program, activity, or facility as described above, or if you desire further information, please write to: Office for Equal
Opportunity, National Park Service, PO. Box 37127, Washington, D.C. 20013-7127.



Civil Rights Requirements

1. INTRODUCTION. These procedures are issued under the authority of Title VI of the 1964 federal Civil Rights Act,
and the State of Michigan Executive Directive 1979-4. 1t is the policy of the State of Michigan to afford all Michi-
gan citizens full and equal employment benefits provided by federal- and state-supported programs and services,
without discrimination based upon race, color, creed, religion, national origin, age, sex or handicap.

It is appropriate that the State of Michigan, in fulfilling that policy, assure compliance with the non-discrimination
provisions of state and federal laws whenever grant funds are awarded and used. It is further appropriate that the
state not enter info any contract or agreement, not fund or serve as a conduit for funding, for programs which
may have the effect of creating or perpetuating patterns of discriminatory practice.

All recipients of state grants and federal grants passing through the Department of History, Arts and Libraries are
therefore required to file a statement pledging that there is a reasonable representation of minority group indi-
viduals and women in all levels of their work forces and that there exists equal opportunity to participate in and
enjoy the benefits of all programs and activities without regard to race, color, religion, national origin, age, sex or
handicap.

Subgrantees receiving sums of $25,000 or more or employing twenty-five persons or more will also be required
to complete a written Equal Employment Opportunity Plan.

Enclosed are instructions for completion of the Civil Rights forms that must accompany an application for a His-
toric Preservation grant.

If it is determined at any time that an applicant is not in compliance with the equal opportunity standards estab-
lished by law, the application will be rejected or the contract terminated.

2. DEFINITIONS (As used in this document:)

Subgrantee: Any public or private agency, organization or contractor, to whom state or federal funding is
extended through the Department of History, Arts and Libraries.

Contractor: All contractors, vendors, subcontractor, and suppliers providing goods or services directly or
indirectly to a subgrantee.

Minority persons: 1) American Indians or Alaskan Natives. Persons having origins in any of the original peoples
of North America, and who maintain cultural identification through tribal affiliation or
community recognition;

2) Asian or Pacific Islanders. Persons having origins in any of the original peoples of the Far
East, Southeast Asia, the Indian subcontinent, or the Pacific Islands, and Samoa;

3) Blacks. Persons having origin in any of the black racial groups of Africa;

4) Hispanics. Persons of Mexican, Puerto Rican, Cuban, Central or South American or other
Spanish culture or origin, regardless of race.

White persons: Persons having origins in any of the original peoples of Europe, North Africa, or the Middle
East.

Program, activity or  Any function conducted by any unit of the subgrantee or contractor receiving funds through the

service: Department of History, Arts and Libraries.

Population base: The relevant population for the area from which the work force is drawn (e.g., county, munici-

pality, or geographic area).

Handicap: A determinable physical or mental characteristic of an individual or the history of the char-
acteristic which may result from disease, injury, congenital condition of birth or functional
disorder which characteristically is unrelated to the individual’s ability to perform the duties of
a particular job or position, or is unrelated to the individual’s qualifications for employment
or promotion, or is unrelated to the individual’s ability to utilize and benefit from a program.
Qualified handicap includes a handicapped person who, with reasonable accommodation,
can perform the essential functions of the job in question.



3. WHAT MUST BE SUBMITTED WITH THE APPLICATION

A. Recipients employing fewer than 25 employees and receiving less than $25,000 are required to submit the
following reports to the Department of History, Arts and Libraries with the application:

1. The Work Force Status Report (Appendix A).

2. The Affirmation of Equal Opportunity (Appendix B).

B. Recipients employing 25 or more persons or receiving $25,000 or more are required to submit the follow-
ing reports with the application:

1. The Work Force Status Report (Appendix A).

2. The Affirmation of Equal Opportunity (Appendix B).

3. Work Force Analysis (Appendix C)

4. An Equal Employment Opportunity Plan (Appendix D).

C. Additional Responsibilities. A subgrantee’s responsibilities include requiring its contractors to file a Work
Force Status Report and an affirmation of Equal Opportunity.

D. Alternative Compliance. A subgrantee who has obtained a current Certificate of Awardability from the
Michigan Department of Civil Rights (MDCR) may fulfill the minority and female reporting requirements
of these procedures by submitting a copy of the Certificate to the SHPO, Department of History, Arts and
Libraries.

E. Preservation of Records. Each subgrantee/contractor is required to keep employment and other records
used in preparation of the above reports for not less than six months beyond the end date of the contract
and to permit access to records by the SHPO of the Department of History, Arts and Libraries, MDCR, or
the Office of Equal Opportunity to ascertain compliance with Executive Directive 1979-4 and Title VI of
the Civil Rights Act.

F.  Reporting Requirements. Failure to file timely, complete and accurate documents as described above con-
stitutes presumptive noncompliance with the obligations of recipients under Executive Order 1979-4 and
Title VI of the 1964 Civil Rights Act and may be a basis for the imposition of sanctions authorized under
Executive Directive 1979-4 and Title VI of the 1964 Rights Act.

4. EQUAL OPPORTUNITY IN THE PROVISION OF SERVICES, ACTIVITIES AND PROGRAMS

A. Prohibited Discriminatory Actions. No person in the State of Michigan shall, on the grounds of race, color,
religion, national origin, age, sex or handicap, be excluded from participation in, be denied the benefits
of, or be subjected to discrimination under any contract, program or activity funded in whole or in part
with funds made available through any state agency. Prohibited discriminatory actions include, but are not
limited to, the following:

1. Deny any service or other benefit provided.

2. Provide any service or other benefit to a minority, female or handicapped person that is different,
or is provided in a different form, from that provided to the majority, unless such action is neces-
sary to provide qualified handicapped persons with benefits or services provided to others.

3. Treat a minority, female or handicapped individual differently from others in determining whether
the person satisfies any admission, enrollment, eligibility, membership, or other requirement that
persons must meet in order fo provide any service or other benefit.

4. Deny any person an equal opportunity to participate as an appointed member of a planning or
advisory body involved in administering state or federal funds.

B. Site Selection. Each subgrantee/contractor shall, make selections of site and location of facilities that are
available to all individuals without regard to race, color, religion, national origin, age, sex or handicap.

C. Imbalance in Services. Each subgrantee/contractor shall take action to improve any imbalance in services
or facilities provided to any geographic area or specific group in order to overcome the effects of prior
discriminatory practice.

5. EQUAL OPPORTUNITY IN EMPLOYMENT

A. General. In any program or activity funded in whole or in part with public funds, each subgrantee/con-
tractor shall not directly or indirectly subject any individual to unlawful discrimination on the basis of race,
religion, color, national origin, age, sex or handicap in its employment practices. These practices include
recruitment, recruitment advertising, hiring, lay-off, tfermination, up-grading, demotion, transfer, rates of
pay or other forms of compensation, use of facilities, and all other terms and conditions of employment.



B. Employment Selection Procedures. MDCR, in carrying out its responsibilities under the Michigan Con-
stitution and Act No. 453 of the Public Acts of 1976, has adopted and promulgated the Guidelines on
Employee Selection Procedures as published by the U.S. Equal Employment Opportunity Commission
(EEOC), to assist in establishing and maintaining equal employment opportunities. Among other things,
these guidelines forbid the use of employee selection practices (e.g., tests, minimum educational levels,
experience) which disqualify a disproportionate number of minorities or women for employment and which
are not related to job performance.

C. Sex Discrimination. MDCR has adopted and promulgated guidelines on sex discrimination as published by
EEOC. Among special requirements relating to equal opportunity for women are:

1. There shall be no distinction based upon sex in employment opportunities, wages, hours, the
granting of fringe benefits, leave, mandatory or optional retirement age, and other terms and
conditions of employment.

2. Medically verifiable disabilities caused or contributed to by pregnancy, miscarriage, therapeutic
abortion, childbirth, and recovery shall be treated as temporary disabilities under any health or
temporary disability insurance policy or sick leave plan. Written and unwritten employment policies
and practices involving matters such as the commencement and duration of leave, the availability
of extensions, the accrual of seniority and other benefits, reinstatement, and payment under any
health or temporary disability insurance policies or sick leave plans, shall be applied to pregnancy
disability or childbirth in the same way as they are applied to other temporary disabilities.

3. Advertisements for employment in newspapers and other media must not express a sex preference.
The placement of an advertisement in columns “male” or “female” is considered to be a discrimi-
natory limitation.

4. Nothing in these procedures shall prohibit the hiring of employees of one sex, provided sex is an
established bona fide occupational qualification, as provided under section 208 of Act No. 453
of 1976. A bona fide occupational qualification will be interpreted narrowly. The assumption that
women are not aggressive or that co-workers or customers prefer one sex or the other does not
establish a bona fide occupational qualification.

D. Religious Discrimination. MDCR has adopted and promulgated guidelines on religious discrimination,
requiring in part that employers make “reasonable” accommodations to the religious needs of employees
and applicants for employment. These procedures shall not apply to a religious corporation, association
or society with respect to the employment of an individual of the same religion to perform work connected
with carrying on its religious activities.

E. National Origin. MDCR has adopted and promulgated guidelines on national origin discrimination. In ad-
dition to the protection guaranteed to all minorities, requiring proficiency in the English language where it
is not a requirement for satisfactory performance on the job is prohibited.

F. Age. A subgrantee or contractor shall not refuse to hire, and shall not otherwise discriminate against, a
person with respect to employment because of the age of that person, except as otherwise provided by
law.

G. Handicap. With regard to handicapped persons:

1. Under the obligations imposed by Executive Directive 1979-4, each subgrantee is required to
take specific action to employ and advance in employment qualified handicapped individuals at
all levels of employment, including the executive level. Specific action shall apply to all employ-
ment practices, including but not limited to: hiring, upgrading, demotion or transfer; recruitment
or termination; rates of pay or other forms of compensation; and selection for training including
apprenticeship.

2. Each subgrantee shall evaluate its total selection process, including training and promotion, to
ensure freedom from stereotyping handicapped persons in a manner that limits their access to all
jobs for which they are qualified.

3. If a physical or mental job qualification requirement is used in the selection of applicants for
employment or changes in employment status such as promotion, demotion or training and to the
extent that the requirement tends to screen out qualified handicapped individuals, the requirement
shall be related to the specific job for which the individual is being considered. The subgrantee
shall bear the burden of demonstrating that it has complied with the requirements of this para-
graph.



4. Each subgrantee must make reasonable accommodations for the physical and mental limitations
of an employee or applicant, unless the contractor can demonstrate that such accommodations
would impose an undue hardship. In determining the extent of these accommodation obligations,
business necessity and financial cost among other factors may be considered.

6. FUNDING APPROVAL

A.  Condition of Approval of EEO. The execution or renewal of any contract awarding a grant covered under
Executive Directive 1979-4, shall be conditioned upon written approval of the subgrantee’s EEO Affirma-
tion or the Equal Opportunity Plan.

B. Review of Reports and Program Proposals. The SHPO of the Department of History, Arts and Libraries has
primary responsibility to review and accept or reject the reports and program proposals submitted by each
subgrantee.

C. Review of Remedial Action. When the subgrantee/contractor who employs more than 25 employees or re-
ceiving grants of $25,000 or more has areas of underutilization that require a written plan, the SHPO will
review any remedial action which the recipient proposes to take to determine whether the requirements of
Executive Directive 1979-4 have been met.

1. When the requirements appear to have been met, the recipient will be notified of acceptance on
the condition that the proposed corrective action will be taken.

2. When the recipient fails to submit a required plan or submits a plan that does not meet the
requirements of Executive Directive 1979-4, the SHPO will notify the recipient that the plan (or
lack thereof) is not acceptable, specifying each area of deficiency. If necessary, assistance shall be
provided to the recipients in revising the plan to meet the Executive Directive.

D. Review On-site. On-site compliance reviews of a subgrantee/contractor’s program may be scheduled
by the SHPO pending or following acceptance of a plan. Priority shall be given to any subgrantee that
excludes handicapped persons or that has a significant disparity between the percentage of minorities and
women in the population area and the percentage in the recipient’s work force.

E. Alternative in Event of Noncompliance. When the SHPO and the subgrantee/contractor cannot agree on a
mutually acceptable plan, the SHPO may:

1. Declare the subgrantee/contractor unawardable and proceed as in any determination of nonper-
formance under the contract.

2. Notity MDCR that the SHPO and the subgrantee are unable to resolve their differences. Written
notice to that effect will be served on the subgrantee by the SHPO.

3. Staff from MDCR will review the file, consider any additional information either party cares to
submit, and offer assistance in resolving the differences in a final effort to secure voluntary compli-
ance. Whenever an amicable resolution cannot be achieved, MDCR will issue a written determi-
nation to the SHPO that the subgrantee/contractor is or is not in compliance. Thereafter, either
party may petition MDCR for a Hearing as provided for in the rules of the Michigan Civil Rights
Commission.
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WORK FORCE STATUS REPORT

Minority Population Base:

Black Hispanic American Female Minority  Handi-
Indian capped

Job Category

#

Administrative

Professionals

Technicians
Office/Clerical

Service Mainte-
nance

New Hires within
last year

Terminated

Wage Range

Annual Salary Minimum Maximum

Administrative

Professionals

Technicians
Office/Clerical

Service/Mainte-
nance

Provide the date of the payroll used to obtain the workforce breakdown.

Fill in Minority Population figures for your area by using the Minority Population percentages on pages 43 and 44.
Circle each percentage that is less than the minority availability for your area in the “Minority %" column.

Circle each percentage that is less than 42 percent, which is the statewide percentage of females in the labor
force, in the “Female %" column.

* s residence required for employees in the above classifications?

Name Date / /20

Signature

Organization

Return form to:

Denise J. Sachau, Grants Manager
State Historic Preservation Office
702 West Kalamazoo Street

PO Box 30740

Lansing, Michigan 48909-8240




INSTRUCTIONS FOR WORK FORCE STATUS REPORT

1. Every subgrantee shall submit a report on the status of the present work force to the SHPO (see next page). The
report shall include the following information:

a. Current total number of employees, and the numbers of minority, female and handicapped employees in
all levels of employment.

The percentage of minority and the percentage of female employees in all levels of employment.

c. The total number of employees, and the numbers of minority, female and handicapped employees hired
and/or terminated for any reason within the preceding 12 months.

d. A calculation of the percentage of minorities in the population and women in the work force for the geo-
graphic area from which employees are drawn, based on figures obtained from the Michigan Employment
Security Commission or an equally reliable source. The basis for establishing the geographic area must be
included.

e. A comparison of the available percentage of minorities and females (d. above) and the percentage of
minorities and women among the total employees. Reasonable representation for minorities and females
means employing a work force that reflects the percentage of minorities and females in the population
base at all job levels and in all areas. A subgrantee or contractor whose work force does not meet this
standard is required to take remedial action, described in Appendices B or C.

2. The subgrantee shall submit the Work Force Status Report to:

Denise J. Sachau, Grants Manager
State Historic Preservation Office
Michigan Historical Center

PO Box 30740

702 West Kalamazoo Street
Lansing, Michigan 48909-8240




County Minority Data
Source: 2000 U.S. Census

Total Black  Percent Total Percent Total Asian Percent Total Percent Total Percent

Black Al/AN Al/AN Asian NH/PI NH/PI Hispanic ~ Hispanic
22 0.19% 74 0.63% 21 0.18% 1 0.01% 80 0.68%
605 6.13% 331 3.36% 34 0.34% 4 0.04% 104 1.05%
1448 1.37% 596 0.56% 636 0.60% 38 0.04% 6134 5.81%|
78 0.25% 124 0.40% 103 0.33% 1 0.00% 183 0.58%
46 0.20% 248 1.07% 38 0.16% 22 0.10% 295 1.28%
321 1.86% 165 0.96% 50 0.29% 2 0.01% 238 1.38%
453 5.18% 1054 12.05% 25 0.29% 1 0.01% 79 0.90%
140 0.25% 266 0.47% 157 0.28% 5 0.01% 836 1.47%
1442 1.31%| 632 0.57% 543 0.49% 13 0.01% 4356 3.95%
45 0.28% 255 1.59% 25 0.16% 1 0.01% 235 1.47%
26210 16.13% 723 0.45% 1897 1.17% 85 0.05% 4882 3.01%
1231 2.69% 226 0.49% 218 0.48% 10 0.02% 1369 2.99%
15199 11.01% 875 0.63% 1561 1.13% 38 0.03% 4360 3.16%
3172 6.21% 433 0.85% 311 0.61% 4 0.01% 1221 2.39%
Charlevoix 46 0.18% 412 1.58%| 59 0.23% 23 0.09% 275 1.05%
Cheboygan 69 0.26% 681 2.57% 52 0.20% 5 0.02% 202 0.76%
Chippewa 2206 5.72% 5141 13.34% 184 0.48% 10 0.03% 631 1.64%
Clare 105 0.34% 227 0.73% 80 0.26% 4 0.01% 332 1.06%
Clinton 418 0.65% 287 0.44% 339 0.52% 28 0.04% 1699 2.62%
Crawford 218 1.53%| 85 0.60% 38 0.27% 3 0.02% 138 0.97%
Delta 36 0.09% 854 2.22% 123 0.32% 12 0.03% 183 0.48%
Dickinson 33 0.12% 145 0.53% 116 0.42% 8 0.03% 186 0.68%
Eaton 5569 5.37% 466 0.45% 1191 1.15%| 32 0.03% 3329 3.21%
Emmet 151 0.48% 982 3.12% 138 0.44% 11 0.03% 286 0.91%
Genesee 89371 20.49% 2473 0.57% 3596 0.82% 93 0.02% 10267 2.35%
Gladwin 39 0.15% 146 0.56% 69 0.27% 16 0.06% 261 1.00%
Gogebic 308 1.77%| 382 2.20% 42 0.24% 1 0.01% 153 0.88%
Gr. Traverse 326 0.42% 725 0.93% 407 0.52% 22 0.03% 1156 1.49%
Gratiot 1620 3.83% 237 0.56% 155 0.37% 7 0.02% 1877 4.44%
Hillsdale 211 0.45% 166 0.36% 155 0.33% 7 0.02% 552 1.19%
Houghton 350 0.97% 199 0.55% 654 1.82% 8 0.02% 242 0.67%
Huron 71 0.20% 108 0.30% 130 0.36% 3 0.01% 597 1.65%
Ingham 31248 11.19% 1618 0.58% 10486 3.75% 148 0.05% 16331 5.85%
lonia 2858 4.65% 350 0.57% 211 0.34% 7 0.01% 1748 2.84%
losco 111 0.41% 187 0.68% 129 0.47% 14 0.05% 272 0.99%
Iron 145 1.10%| 134 1.02%| 26 0.20% 0 0.00% 82 0.62%
Isabella 1259 1.99% 1767 2.79% 908 1.43% 33 0.05% 1433 2.26%
Jackson 12668 8.00% 659 0.42% 870 0.55% 63 0.04% 3516 2.22%
Kalamazoo 23616 9.90% 1021 0.43% 4452 1.87%| 93 0.04% 6359 2.67%
Kalkaska 35 0.21% 129 0.78% 37 0.22% 8 0.05% 143 0.86%
Kent 53341 9.29% 3192 0.56% 10905 1.90% 431 0.08% 40794 7.10%
Keweenaw 83 3.61% 4 0.17% 3 0.13% 0 0.00% 20 0.87%
Lake 1279 11.29% 116 1.02%| 18 0.16% 4 0.04% 188 1.66%
Lapeer 729 0.83% 342 0.39% 352 0.40% 8 0.01% 2746 3.12%
Leelanau 54 0.26% 786 3.72% 55 0.26% 5 0.02% 693 3.28%
Lenawee 2205 2.23% 432 0.44% 470 0.48% 8 0.01% 6961 7.04%
Livingston 736 0.47% 688 0.44% 912 0.58% 58 0.04% 1944 1.24%
Luce 542 7.72% 405 5.77% 26 0.37% 3 0.04% 134 1.91%
Mackinac 24 0.20% 1702 14.25% 37 0.31% 2 0.02% 107 0.90%
Macomb 21572 2.74% 2535 0.32% 17240 2.19% 196 0.02% 12547 1.59%
Manistee 414 1.69% 320 1.30%| 81 0.33% 9 0.04% 645 2.63%
Marquette 868 1.34%| 980 1.52% 320 0.50% 14 0.02% 437 0.68%
Mason 220 0.78% 225 0.80% 78 0.28% 6 0.02% 853 3.02%
Mecosta 1512 3.73% 264 0.65% 358 0.88% 16 0.04% 516 1.27%
Menominee 26 0.10% 587 2.32% 54 0.21% 1 0.00% 189 0.75%
Midland 904 1.09%| 340 0.41% 1242 1.50%| 29 0.03% 1282 1.55%|
Missaukee 30 0.21% 73 0.50% 35 0.24% 0 0.00% 168 1.16%
Monroe 2833 1.94% 418 0.29% 684 0.47% 14 0.01% 3133 2.15%
Montcalm 1348 2.20% 380 0.62% 168 0.27% 42 0.07% 1420 2.32%
Montmorency 25 0.24% 39 0.38% 10 0.10% 0 0.00% 67 0.65%

Al/AN: American Indian/Alaska Native
NH/PI: Native Hawaiian/Pacific Islander



County Minority Data
Source: 2000 U.S. Census

County Total Black  Percent Total Percent Total Asian  Percent Total Percent Total Percent
Black Al/AN Al/AN Asian NH/PI NH/PI Hispanic ~ Hispanic
Muskegon 24328  14.29% 1454 0.85% 739 0.43% 30 0.02%| 6028 3.54%
Newaygo 567 1.18% 327 0.68% 144 0.30% 14 0.03% 1841 3.85%
Oakland 122061 10.22% 3413 0.29%| 50071 4.19% 333 0.03% 29204 2.45%
Oceana 94 0.35%| 306 1.14% 74 0.28%| 14 0.05%| 3152 11.73%
Ogemaw 29 0.13% 130 0.60% 85 0.39% 7 0.03% 250 1.16%
Ontonagon 2 0.03% 75 0.96% 14 0.18% 2 0.03% 58 0.74%
Osceola 81 0.35%| 117 0.50%| 51 0.22%| 4 0.02%| 233 1.00%,
Oscoda 8 0.08%| 68 0.72%| 7 0.07%| 1 0.01%| 89 0.94%|
Otsego 42 0.18% 149 0.64% 79 0.34% 9 0.04% 175 0.75%
Ottawa 2708 1.14% 951 0.40%| 5180 2.17% 51 0.02% 16895 7.09%
Presque Isle 47 0.33%| 85 0.59%| 24 0.17%| 1 0.01%| 78 0.54%|
Roscommon 82 0.32%| 163 0.64% 49 0.19%| 11 0.04%| 203 0.80%|
Saginaw 39724] 18.91% 930 0.44% 1741 0.83% 54 0.03% 14191 6.76%
St. Clair 3531 2.15% 852 0.52% 670 0.41% 32 0.02% 3629 2.21%
St. Joseph 1639 2.63% 242 0.39%| 377 0.60% 11 0.02%| 2487 3.98%
Sanilac 124 0.28%| 161 0.36%| 117 0.26%| 3 0.01%| 1234 2.77%
Schoolcraft 149 1.67% 545 6.12% 37 0.42% 0 0.00% 83 0.93%
Shiawassee 147 0.21% 338 0.47% 206 0.29% 15 0.02% 1324 1.85%
Tuscola 632 1.08% 349 0.60% 182 0.31%| 11 0.02%| 1331 2.28%
Van Buren 4090 5.36%| 738 0.97%| 245 0.32%| 10 0.01%| 5658 7.42%
Washtenaw 40291 12.48% 1207 0.37% 20645 6.39% 134 0.04% 8931 2.77%
Wayne 873660  42.39% 8016 0.39% 36735 1.78% 622 0.03% 77956 3.78%

Al/AN: American Indian/Alaska Native
NH/PI: Native Hawaiian/Pacific Islander



Civil Rights Manual Appendix B
AFFIRMATION OF EQUAL OPPORTUNITY

1. The subgrantee/contractor hereby affirms a policy of equal opportunity in employment and participation in and
benefit from all programs, activities, and services without regard to race, color, religion, national origin, age, sex,
or handicap.

2. The subgrantee/contractor hereby agrees to:

1. Take all remedial steps necessary to correct any under-representation of minorities or women reported on
the Work Force Status Report.

2. To achieve a reasonably representative work force at all levels of employment.

3. State in all promotional, and advertising materials that all programs, services, and activities are performed
without regard to race, color, religion, national origin, age, sex, or handicap and that in employment
practices all applicants shall receive equal consideration.

4. Post, in conspicuous, place, notices setting forth the law on equal opportunity in employment and services.
(Posters are available from the SHPO, Department of History, Arts and Libraries or the Michigan Depart-
ment of Civil Rights.)

Name: Date:

Typed Name:

Title:

Organization:

Return Form To:

Denise J. Sachau, Grants Manager
State Historic Preservation Office
Michigan Historical Center

PO Box 30740

702 West Kalamazoo Street
Lansing, Michigan 48909-8240




Civil Rights Manual Appendix C
WORK FORCE ANALYSIS

In addition to completing Appendix A and B, a subgrantee/contractor with a contract in excess of $25,000, or em-
ploying 25 or more persons is required to prepare the following analysis:

1. The first step in analyzing the present representation of minority and female persons accomplished by completing
the Work Force Status Report. If the minority and female work force in all job categories is equal to or exceeds the
standard at all levels, no further analysis is required for minorities and women.

2. The first step in providing equal opportunity for handicapped persons shall be a self-evaluation that shall identify
any selection, promotion or training programs that exclude or tend to exclude handicapped persons who are oth-
erwise qualified to perform a particular job.

3. Each subgrantee/contractor is required to conduct a continuing program of self-evaluation to ascertain whether
any recruitment, selection, or promotional policy directly or indirectly has the effect of denying equal opportunities
to minority individuals, women, or handicapped persons.

4. In making the evaluation of employment opportunities, the subgrantee/contractor shall conduct a separate
analysis for minorities, women, and handicapped persons. However, all racial and ethnic data collected should be
cross classified by sex to ascertain the extent to which minority women and minority men may be under-utilized.

5. Whenever under-utilization of minorities and women occurs or whenever conditions have resulted in the limited
participation of handicapped persons, it will be necessary to identify those policies and procedures which operate
to the disadvantage of minorities, women, or handicapped persons. The analysis should include:

1. A review of the employment selection procedures for the preceding fiscal year, including application
forms, recruitment methods, interview procedures, test validity, experience/education requirements, and
final selection methods to insure that unnecessary barriers do not disadvantage minorities, women, and
handicapped persons. The number of individuals by race, sex, national origin, and handicap applying
for employment within the preceding fiscal year should be compared with the number of applicants who
were offered employment and those who were actually hired. Attention should be paid to the reasons for
rejection and the effects on minorities, women, and handicapped persons. If such data is unavailable, the
subgrantee should institute a system for the collection of such data.

2. A review of promotion procedures and training programs during the preceding year in order to insure that
equal opportunity. The race, sex, age, national origin, and handicap of applicants who made application
for promotion or training should be compared with the number who were actually promoted or trained.

3. For handicapped persons, the subgrantee shall invite applicants and employees who believe themselves
covered by the Executive Directive and who wish to benefit under the affirmative action program to iden-
tify themselves as handicapped. The invitation shall state that the information is voluntary, and will be
used only in accordance with the Executive Directive. Refusal to provide the information will not result in
adverse treatment. If a handicapped person is identified the subgrantee should seek suggestions from the
applicant or employee regarding proper placement and appropriate accommodation.
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EQUAL EMPLOYMENT OPPORTUNITY PLAN

This section applies to those plan/contractors employing 25 or more or contracts in excess of $25,000 and who have
an under-utilization of minorities and females or limited participation of handicapped persons in one or more areas. A
written Equal Opportunity Plan shall specifically address the areas of under-utilization for minorities, women or handi-
capped persons and should include:

1. A plan for the recruitment of minorities women, and handicapped persons based on what is necessary to attract
applicants including but not necessarily limited to use of advertising media patronized by women, minorities, and
handicapped persons.

2. A statement of the plan’s existing employment policies and practices, e.g., testing, experience and education
requirements, with particular emphasis on steps which have been taken or will be taken to assure that each is job-
related.

3. An evaluation of the effect the policies and practices have on minorities, women, and handicapped persons.
Specific attention should be given to transfer and promotion policies and procedures, including credit for depart-
mental seniority that may disadvantage women, minorities, and handicapped persons. Where improvement is
necessary, the plan shall set forth the steps that will be taken to assure equal opportunity.

4. The equal opportunity goal is the employment of minorities and women in each job category so that the work
force reflects the percentage of minorities and women found in the population base. In establishing goals and
timetables for the employment of minorities and women during the life of the contract, the availability for specific
job categories may be determined by the following factors:

a. The minority and female population of the labor area surrounding the facility;
b. The availability of minorities and females having requisite skills in an area in which the plan can reason-
able recruit;
c. The availability of minorities and females within the work force who may be transferred or promoted.
d. The existence of training institutions capable of preparing minority persons and females in the requisite
skills.
These goals should be significant, measurable, and attainable. In establishing timetables to meet the goals, the
plan or contractor will consider the anticipated expansion, contraction or turnover of the work force. In no case
are the goals to be viewed as rigid quotas. The purpose of setting a projected goal is to permit the plan to mea-
sure the success of the steps taken to implement equal employment opportunity. Failure to meet a goal should
alert the plan that the plan is not working and that additional action is required.

5. Provision for dissemination of the Equal Employment Opportunity Plan to all personnel, applicants, and the gen-

eral public.
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PROCUREMENT AND SUBCONTRACT FORMS
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NOTICE OF REQUIREMENT FOR AFFIRMATIVE ACTION
TO ENSURE EQUAL EMPLOYMENT OPPORTUNITY
(EXECUTIVE ORDER 11246)

1. The Bidder’s attention is called to the “Equal Opportunity Clause” and the “Standard Federal Equal Employment
Opportunity Construction Contract Specifications” set forth herein.

2. The goals and timetables for minority and female participation, expressed in percentage terms for the contractor’s
aggregate workforce in each trade on all construction work in the covered area, are as follows:

Timetable Goals for Minority Goals for Female
Participation in Each Trade Participation in Each Trade

(Insert goals for each trade (Insert goals for each trade
and year) and year)

These goals are applicable to all the Contractor’s construction work (whether it is federal or federally assisted)
performed in the covered area.

The Contractor’s compliance with the Executive Order and the regulations in 41 CFR 60-4 shall be based on the
contractor’s implementation of the Equal Employment Clause, specific affirmative action obligations required by
the specification set forth in 41 CFR 60-4.3(a), and the Contractor’s efforts to meet the goals established for the
geographical areas where the contract resulting from this solicitation is to be performed. The hours of minority
and female employment and training must be substantially uniform throughout the length of the contract and in
each trade, and the contractor shall make a good faith effort to employ minorities and women evenly on each

of its projects. The transfer of minority or female employees or trainees from Contractor-to-Contractor or from
project-to-project for the sole purpose of meeting the Contractor’s goals shall be a violation of the contract, the
Executive Order, and the regulations in 41 CFR 60-4. Compliance with the goals will be measured against the
total work hours performed.

3. The contractor shall provide written notification to the Director of the Office of Federal Contract Compliance
Programs within 10 working days of award of any construction subcontract in excess of $10,000 at any tier for
construction work under the contract resulting from this solicitation. The nofification shall list the name, address,
and telephone number of the subcontractor and the geographical area in which the contract is to be performed.

4. As used in this Notice and in the contract resulting from this solicitation, the “covered area” is (insert description of
the geographical area(s) where the contract is to be performed giving the state, county and city, if any).



STANDARD EQUAL EMPLOYMENT OPPORTUNITY
CONSTRUCTION CONTRACT SPECIFICATION
(EXECUTIVE ORDER 11246)

1. As used in these specifications:
a. “Covered area” means the geographical area described in the solicitation from which this contract re-
sulted.
b. “Director” means Director, Office of Federal Contract Compliance Programs, United States Department of
Labor, or any person to whom the Director delegates authority.
c. “Employer identification number” means the federal Social Security Number used on the Employer’s
Quarterly Federal Tax Return, U.S. Treasury Department Form 941.
d. “Minority” includes:
i.  Black (all persons having origins in any of the Black African racial groups not of Hispanic origin)
ii. Hispanic (all persons of Mexican, Puerto Rican, Cuban, Central or South American or other Span-
ish Culture or origin, regardless of race)
iii. Asian and Pacific Islander (all persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian subcontinent, or the Pacific Islands)
iv. American Indian or Alaskan Native (all persons having origins in any of the original peoples of
North America and maintaining identifiable tribal affiliations through membership and participa-
tion or community identification).

2. Whenever the Contractor, or any Subcontractor at any tier, subcontracts a portion of the work involving any con-
struction trade, the Contractor/Subcontractor shall physically include in each subcontract in excess of $10,000
the provisions of these specifications and the Notice which contains the applicable goals for minority and female
participation and which is set forth in the solicitations from which the contract resulted.

3. If the Contractor is participating (pursuant to 41 CFR 60-4.5) in a Hometown Plan approved by the U.S. Depart-
ment of Labor in the covered area either individually or through an association, the Contractor’s affirmative action
obligations on all work in the Plan Area (including goals and timetables) shall be in accordance with that Plan for
those trades that have unions participating in the Plan. Contractors must be able to demonstrate their participa-
tion in and compliance with the provisions of any such Hometown Plan. Each Contractor or Subcontractor partici-
pating in an approved Plan is individually required to comply with their obligations under the EEO clause, and to
make a good faith effort to achieve each goal under the Plan in each trade in which it has employees. The overall
good faith performance by other Contractors or Subcontractors toward a goal in an approved Plan does not ex-
cuse any covered Contractor’s or Subcontractor’s failure to take good faith efforts to achieve the Plan’s goals and
timetables.

4. The Contractor shall implement the specific affirmative action standards provided in paragraphs 7a through 7p of
this Attachment. The goals set forth in the solicitation are expressed as percentages of the total hours of employ-
ment and training that the Contractor should reasonably be able to achieve for minority and female utilization
in each construction trade in which it has employees in the covered area. The Contractor is expected to make
substantially uniform progress toward these goals in each craft during the period specified.

5. Neither the provisions of any collective bargaining agreement, nor the failure by a union with whom the Con-
tractor has a collective bargaining agreement to refer either minorities or women, shall excuse the Contractor’s
obligations under these specifications, Executive Order 11246, or the regulations promulgated pursuant thereto.

6. In order for the non-working training hours of apprentices and trainees to be counted in meeting the goals, such
apprentices and trainees must be employed by the Contractor during the training period, and the Contractor must
have made a commitment to employ the apprentices and trainees at the completion of their training, subject to
the availability of employment opportunities. Training must be in accordance with training progress approved by
the U.S. Department of Labor.

7. The Contractor shall take specific affirmative actions to assure equal employment opportunity. The evaluation
of the Contractor’s compliance with these specifications shall be based upon the Contractor’s efforts to achieve
maximum results for these actions. The Contractor shall document these efforts fully, and shall implement affirma-
tive action steps at least as extensive as the following:

a. Ensure and maintain a working environment free of harassment, intimidation, and coercion at all sites,
and in all facilities at which the Contractor’s employees are assigned to work. The Contractor, where pos-
sible, will assign two or more women to each construction project. The Contractor shall specifically ensure



that all foremen, superintendents, and other on-site supervisory personnel are aware of and carry out the
Contractor’s obligation to maintain such a work environment, with specific attention to minority or female
individuals working at such sites or in such facilities.

b. Establish and maintain a current list of minority and female recruitment sources, provide written notifica-
tion to minority and female recruitment sources and o community organizations when the Contractor or
the Contractor’s union have employment opportunities available, and maintain a record of the organiza-
tions’ responses.

c. Maintain a current file of the names, addresses and telephone numbers of each minority and female off-
the-street applicant and minority or female referral from a union, a recruitment source, or a community
organization, and of what action was taken with respect to each such individual. If such individual was
sent to the union hiring hall for referral and was not referred back to the Contractor by the union, or if
referred, not employed by the Contractor, this shall be documented in the file with the reason therefore,
along with whatever additional actions the Contractor may have taken.

d. Provide immediate written nofification to the Director when the union or unions with which the Contrac-
tor has a collective bargaining agreement has not referred to the Contractor a minority person or woman
sent by the Contractor, or when the Contractor has other information that the union referral process has
impeded the Contractor’s effort to meet its obligations.

e. Develop on-the-job training opportunities and/or participate in training programs for the areas that
expressly include minorities and women, including upgrading programs and apprenticeship and trainee
programs relevant to the Contractors” employment needs, especially those programs funded or approved
by the Department of Labor. The Contractor shall provide notice of these programs to the sources com-
piled under 7b, above.

f.  Disseminate the Contractor’s EEO policy by providing notice of the policy to unions and training pro-
grams and requesting their cooperation in assisting the Contractor in meeting EEO obligations; by includ-
ing it in any policy manual and collective bargaining agreement; by publicizing it in the company news-
paper, annual report, etc.; by specific review of the policy with all management personnel and with all
minority and female employees at least once a year; and by posting the company EEO policy on bulletin
boards accessible to all employees at each location where construction is performed.

g. Review, at least annually, the company’s EEO policy and affirmative action obligations under these speci-
fications with all employees having any responsibilities for hiring, assignment, layoff, termination or other
employment decisions including specific review of these items with on-site supervisory personnel such as
superintendents, general foremen, etc., prior to the initiation of construction work at any job site. A written
record shall be made and maintained identifying the time and place of these meetings, persons attending,
subject matter discussed, and disposition of the subject matter.

h. Disseminate the Contractor’s EEO policy externally by including it in any advertising in the news media,
specifically including minority and female news media, and providing written notification to and discussing
the Contractor’s EEO policy with other Contractors and Subcontractors with whom the Contractor does or
anticipates doing business.

i. Direct recruitment efforts, both oral and written, to minority, female and community organizations, to
schools with minority and female students, and to minority and female recruitment and training organiza-
tions serving the Contractor’s recruitment area and employment needs. Not later than one month prior
to the date for the acceptance of applications for apprenticeship or other training by any recruitment
sources, the Contractors shall send written notification to organizations such as the above, describing the
openings, screening procedures, and tests to be used in the selection process.

i Encourage present minority and female employees to recruit other minority persons and women and,
where reasonable, provide after-school, summer, and vacation employment to minority and female youth,
both on the site and in other areas of a Contractor’s workforce.

k. Validate all tests and other selection requirements where there is an obligation to do so under 41 CFR 60-
3.

|. Condudt, at least annually, an inventory and evaluation of all minority and female personnel for promo-
tional opportunities, and encourage these employees to seek or to prepare for, through appropriate train-
ing, efc., such opportunities.



m. Ensure that seniority practices, job classifications, work assignments and other personnel practices do not
have a discriminatory effect by continually monitoring all personnel and employment-related activities to
ensure that the EEO policy and the Contractor’s obligations under these specifications are being carried
out.

n. Ensure that all facilities and company activities are non-segregated except that separate or single-user
toilet and necessary changing facilities shall be provided to assure privacy between the sexes.

o. Document and maintain a record of all solicitations of offers for subcontractors from minority and female
construction contractors and suppliers, including circulation of solicitations to minority and female con-
tractor associations and other business associations.

p. Conduct a review, at least annually, of all supervisors” adherence to and performance under the Contrac-
tor’s EEO policies and affirmative action obligations.

8. Contractors are encouraged to participate in voluntary associations that assist in fulfilling one or more of the affir-
mative action obligations (7a through 7p). The efforts of a contractor association, joint contractor-union, contrac-
tor-community (or other similar group of which the contractor is @ member and participant), may be asserted as
fulfilling any one or more of their obligations under 7a through 7p of these specifications provided that:

a. The contractor actively participates in the group

b. Makes every effort to assure that the group has a positive impact on the employment of minorities and
women in the industry

c. Ensures that the concrete benefits of the program are reflected in the Contractor’s minority and female
workforce participation

d. Makes a good faith effort to meet its individual goals and timetables

e. Provides access to documentation that demonstrates the effectiveness of actions taken on behalf of the
Contractor. The obligation to comply, however, is the Contractor’s, and failure of such a group to fulfill an
obligation shall not be a defense for the Contractor’s noncompliance.

9. The Contractor is required to provide equal employment opportunity and to take affirmative action for all minor-
ity groups, both male and female, and all women, both minority and non-minority. Consequently, the Contractor
may be in violation of the Executive Order if a particular group is employed in a substantially disparate manner
(for example, even though the Contractor has achieved the goals for women generally, the Contractor may be in
violation of the Executive Order if a specific minority group of women is underutilized).

10. The Contractor shall not use the goals and timetables of affirmative action standards to discriminate against any
person because of race, color, religion, sex, or national origin.

11. The Contractor shall not enter into any subcontract with any person or firm debarred from government contracts
pursuant fo Executive Order 11246.

12. The Contractor shall carry out such sanctions and penalties for violation of these specifications and of the Equal
Opportunity Clause, including suspension, termination, and cancellation of existing subcontracts as may be im-
posed or ordered pursuant to Executive Order 11246, as amended, and its implementing regulations, by the Of-
fice of Federal Contract Compliance Programs. Any Contractor who fails to carry out such sanctions and penalties
shall be in violation of these specifications and Executive Order 11246, as amended.

13. The Contractor, in fulfilling the obligations under these specifications, shall implement specific affirmative ac-
tion steps, at least as extensive as those standards prescribed in paragraph 7 of this Attachment, so as to achieve
maximum results from the efforts to ensure equal employment opportunity. If the Contractor fails to comply with
the requirements of the Executive Order, the implementing regulations, or these specifications, the Director shall
proceed in accordance with 41 CFR 60-4.8.

14. The Contractor shall designate a responsible official to monitor all employment-related activity to ensure that the
company EEO policy is being carried out, to submit reports relating to the provisions thereof as may be required
by the Government, and to keep records. Records shall at least include for each employee the name, address,
telephone numbers, construction trade, union affiliation if any, employee identification number when assigned, so-
cial security number, race, sex, status (e.g., mechanic, apprentice, trainee, helper, or laborer), dates of changes in
status, hours worked per week in the indicated trade, rate of pay, and locations at which the work was performed.
Records shall be maintained in an easily understandable and retrievable form; however, to the degree that existing
records satisfy this requirement, contractors shall not be required to maintain separate records.

15. Nothing herein provided shall be construed as a limitation upon the application of other laws which establish differ-
ent standards of compliance or upon the application of requirements for hiring of local or other area residents (e.g.,
those under the Public Works Employment Act of 1977 and the Community Development Block Grant Program).



EQUAL EMPLOYMENT OPPORTUNITY CLAUSE

The applicant hereby agrees that it will incorporate or cause to be incorporated into any contract for construction
work, or modification thereof, as defined in the regulations of the Secretary of Labor 41 CFR Chapter 60, which is
paid for in whole or in part with funds obtained from the federal Government or borrowed on the credit of the federal
Government pursuant fo a grant, contract, loan insurance, or guarantee, or undertaken pursuant to any federal pro-
gram involving such grant, contract, loan insurance, or guarantee, the following equal opportunity clause:

During the performance of this contract, the contractor agrees to the following:

1. The contractor will not discriminate against any employee or applicant for employment because of race, color,
religion, sex, or national origin. The contractor will take affirmative action to ensure the applicants are employed,
and that employees are treated during employment without regard to their race, color, religion, sex, or national
origin.

2. The contractor will, in all solicitations or advertisements for employees placed by or on behalf of the contractor,
state that all qualified applicants will receive consideration for employment without regard to race, color, religion,
sex, or national origin.

3. The contractor will send to each labor union or representative of workers with which the Contractor has a col-
lective bargaining agreement or other contract or understanding, a notice to be provided advising the said labor
union or workers’ representatives of the Contractor’s commitments under this section, and shall post copies of the
notice in conspicuous places available to employees and applicants for employment.

4. The contractor will comply with all provisions of Executive Order 11246 of September 24, 1965, and of the rules,
regulations, and relevant orders of the Secretary of Labor.

5. The contractor will furnish all information and reports required by Executive Order 11246 and by rules, regula-
tions, and orders of the Secretary of Labor, or pursuant thereto, and will permit access to all books, records, and
accounts by the administering agency and the Secretary of Labor for purposes of investigation to ascertain compli-
ance with such rules, regulations, and others.

6. Inthe event of the Contractor’s noncompliance with the nondiscrimination clauses of this contract or with any of
the said rules, regulations, or orders, this contract may be canceled, terminated, or suspended in whole or in part,
and the contractor may be declared ineligible for further Government contracts or federally assisted construction
contracts in accordance with procedures authorized in Executive Order 11246, and such other sanctions may be
imposed and remedies invoked as provided in that Executive Order, or by rule, regulations, or order of the Secre-
tary of Labor, or as otherwise provided by law.

7. The contractor will include the portion of the sentence immediately preceding paragraph (1) and the provisions
of paragraphs (1) through (7) in every subcontract or purchase order unless exempted by rules, regulations, or
orders of the Secretary of Labor issued pursuant to section 204 of Executive Order 11246, so that such provisions
will be binding upon each subcontract or vendor. The contractor will take such action with respect to any subcon-
tract or purchase order as the administering agency may direct as a means of enforcing such provisions, including
sanctions for non-compliance, provided, however, that in the event a contractor becomes involved in, or is threat-
ened with, litigation with a subcontractor or vendor as a result of such direction by the administering agency, the
contfractor may request the United States to enter into such litigation to protect the interests of the United States.

The applicant further agrees to be bound by the above equal opportunity clause with respect to its own employ-
ment practices when participating in federally assisted construction work, provided that if the applicant so partici-
pating is a state or local government, the above equal opportunity clause is not applicable to any agency, instru-
mentality, or subdivision of such government which does not participate in work on or under the contract.

The applicant agrees to assist and cooperate actively with the administering agency and the Secretary of Labor
in obtaining the compliance of contractors and subcontractors with the equal opportunity clause and the rules,
regulations, and relevant orders of the Secretary of Labor, to furnish the administering agency and the Secretary
of Labor such information as they may require for the supervision of such compliance, and to otherwise assist the
administering agency in the discharge of the agency’s primary responsibility for securing compliance.



The applicant further agrees to refrain from entering into any contract or contract modification subject to Executive
Order 11246 with a contractor debarred from, or who has not demonstrated eligibility for, Government contracts
and federally assisted construction contracts pursuant to the Executive Order and will carry out such sanctions and
penalties for violation of the equal opportunity clause as may be imposed upon contractors and subcontractors by
the administering agency or the Secretary of Labor pursuant to Part Il, Subpart D of the Executive Order. In addition,
the applicant agrees that failure or refusal to comply with these undertakings may cause the administering agency to
take any or all of the following actions: cancel, terminate, or suspend in whole or in part this grant, contract, loan,
insurance, guarantee; refrain from extending any further assistance to the applicant under the program with respect
to which the failure or refusal occurred until satisfactory assurance of future compliance has been received from such
applicant; and refer the case to the U.S. Department of Justice for appropriate legal proceedings.



CERTIFICATION OF NONSEGREGATED FACILITIES

(Applicable to federally assisted construction contracts and related subcontracts exceeding $10,000 that are not ex-
empt from the Equal Opportunity clause.)

The federally assisted construction contractor certifies that he/she does not maintain or provide for his/her employ-
ees any segregated facilities at any of his/her establishments, and that he/she does not permit his/her employees to
perform their services at any location, under his/her control, where segregated facilities are maintained. The federally
assisted construction contractor certifies further that he/she will not maintain or provide for his/her employees any
segregated facilities at any of his/her establishments, and that he/she will not permit his/her employees to perform
their services at any location, under his/her control, where segregated facilities are maintained. The federally assisted
construction contractor agrees that a breach of this certification is a violation of the Equal Opportunity clause in this
contract. As used in this certification, the term “segregated facilities” means any waiting rooms, work area, rest rooms
and other storage or dressing areas, parking lots, drinking fountains, recreation or entertainment areas, transporta-
tion, and housing facilities provided for employees which are segregated by explicit directive or are in fact segregated
on the basis of race, creed, color, or national origin, because of habit, local custom, or otherwise. The federally
assisted construction contractor agrees that (except where he/she has obtained identical certifications from proposed
subcontractors for specific time periods) he/she will obtain identical certifications from proposed subcontractors prior
to the award of subcontracts exceeding $10,000 which are not exempt from the provisions of the Equal Opportunity
clause, and that he/she will retain such certifications in his/her files.

Signature Date

Name and Title of Signer (Please Print or Type)

NOTE: The penalty for making false statements in offers is prescribed in 18 USC 1001.



CONSTRUCTION PROCUREMENT SUMMARY

Project
Name:

Work

Scope:

Specifications Approval by the Department of History, Arts and Libraries: Date: / /

The following materials must be submitted to the Department of History, Arts and Libraries:

[ ] Bid Document
[ ] Copy of the Advertisement
[ ] Bid Tabulation worksheet

Bidders Bid Amount

|

Selected Contractor: Bid Amount:

Executed Contract includes the following items:
[ ] Debarment Certification Form
[ ] Anti-Kickback Act Clause
[ ] Record Retention Clause
[ ] Provisions for Breach of Contract

Executed Contracts OVER $10,000 must include all of the items listed above as well as:
[ ] EEO Affirmation

[ ] EEO Clause

[]

Certification of Non-segregated Facilities

Executed Contracts OVER $100,000 must include all of the items listed above as well as:
[ ] Bid Guarantee
[ ] Performance Bond
[ ] Payment Bond
[ ] Provision for compliance with the Clean Air Act, Clean Water Act, Executive Order 11238 and EPA
regulations.
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State Historic Preservation Office
Michigan Historical Center

702 West Kalamazoo Street

PO Box 30740
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